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1.0 Introduction

This user guide provides step by step instructions for PSC, SPO, SPO Supervisor, and PPC
Branch users of the Direct Access Separations component to terminate members from the
United States Coast Guard.



2.0 Overview of Separation Transactions

The diagram below explains the different steps required for each type of separation and the
user responsible for the step.

Retirements

AD/RSV Retirement - Officer, ¥ - P5C SPO completes Term Type: Retirement SPO SUP RWP/RWP RWP/RWP

Warrant, Enlisted Ret Auth:

Disability (PDRL, TDRL) ¥ - PSC SPO completes Term Type: Retirement SPO SUP RWP/RWP RWP/RWP
Ret Auth: (disability)

TERA ¥ - P5C SPO completes Term Type: Retirement SPO SUP RWP/RWP RWP/RWP
Ret Auth: TERA

RSV RET-2 Age 60, to RET-1 No SPO/PPC initiates Term Type: Retirement Different RWP/RWP RWP/RWP
Ret Auth: (age) UserlD
RELAD Reason: 657
Empl Class: RT-1

Discharges

Officer Resign/Revoke Comm Y- PSC SPO completes Term Type: Discharge SPO SUP TER/DSC TER/DSC
complete Discharge
section/Officer

Officer 2 X Passed Over Y- PSC SPO completes Term Type: Discharge SPO SUP TER/DSC TER/DSC
complete Discharge
section/Officer

ENL Discharge - Mandatoryor Y- PSC SPO completes Term Type: Discharge SPO SUP TER/DSC TER/DSC

Sep Pay authorized complete Discharge
section/Enlisted

Routine End of Enlistment No SPO initiates Term Type: Discharge SPO SUP TER/DSC TER/DSC

complete Discharge
section/Enlisted

Regular mbr met AD oblig, No SPO iates Term Type: Release SPO SUP TER/RLS KFR/RLD
RELAD to Reserves-SELRES/IRR Reg Rgion: RSV

Empl Class: IRR/SELRES
RSV Officer ends EAD ¥ - PSC/OPM  SPO completes Term Type: Release SPO SUP TER/RLS KFR/RLD

Reg Rgion: RSV
Empl Class: IRR/SELRES

Rsv ENL End of Long-term AD, No Term Type: Release SPO SUP TER/RLS KFR/RLD
return to IRR Reg Rgion: RSV
Empl Class: IRR/SELRES

RSV on AD, 20 yrs svc, move to No Term Type: Release SPO SUP TER/RLS KFR/RLD
RET-2 Reg Rgion: RSV
Empl Class: RET-2

RELAD/Retirement: Recalled RET- No Term Type: SPO SUP RWP/RWP RWP/RWP on
1, return to RET-1 Retire/Resume Ret Empl Red O
Reg Region: RSV
Empl Class: RET-1

Recalled RET-2 RELAD, return to No SPO initiates Term Type: Release SPO SUP TER/RLS KFR/RLD
RET-2 Reg Rgion: RSV
Empl Class: RET-2

Figure 1: Separation Transactions




The Direct Access Separations application has two main components (pages) where a
Separation may be updated: the Separation Request, and the Separation Order. Where
the user initiates a separation depends upon the type of transaction.

All Separations will have a Separation Order that must be completed and approved before
the transaction updates other records, such as JOB, Leave, Payroll, and the DD214.

2.1 Retirements

Retirement transactions usually require a Separation Request initiated by PSC. The

exception is a Reservist retiring at age 60, which may be initiated with just a Separation
Order.

2.2 Discharges

Routine, End of Enlistment discharges are initiated by the SPO, from the Separations Order
component. Other Discharge types needing pay or other authorizations require a
Separation Request to be initiated by PSC or Command. After the SPO completes all
Separation Order pages, they submit the Discharge for approval by a SPO Supervisor.

2.3 RELADs (Release from Active Duty)

Most RELADs will be initiated as Separation Orders, by the SPO. The exception is a Reserve
Officer released from Extended Active Duty: PSC-OPM1 will initiate a Separation Request
for that action.

2.4 Deaths
A Death transaction will be initiated only as a Separation Order, by the SPO.



3.0

Separation Request

A Separation Request is created when a member requires an authorization to separate
from the United States Coast Guard. It authorizes the action and any separation pay,
disability, or heroism designations to the member.

3.1

3.2

Information entered on the Separation Request will flow to the Separation Order.
Below is an example of how to create a request for a Retirement.

The Separation Authorization form is a standard Coast Guard document which may
be generated (print, email) from the Sep Request.

Separation Request Business Process

PSC enters Sep Request for most Separation Types; SPO typically does not enter.
When PSC sets the Request Status to Approved:
- The system creates a new Separation Order populated with Sep Request data.
- TONO is created with an estimate - to be completed when Sep Order entered.
Sep Order action is made available on Airport Terminal for SPO to select & work.
PSC can generate PDF of the Separation Authorization form to send to member.
PSC may Cancel or Amend a Sep Request once it’s saved.

Creating a Separation Request

@This section shows typical Separation Request values for a Retirement.

1. Access the Separation Request page by navigating from the Direct Access Portal Home
page to the Separations pagelet. Click on the Separation Rqst/Authorization link.

Separations

Separation Rost/Authorization Separations Summary Report
Separation Reguests by Status Separation Reguest Extract
Separation Request Stats Separations By AD Term Date

Separation Orders Extract

Figure 2: Separation Request Link

Enter the EmplID on the search page and click Search. This will create the Separation

Request for the member.




Figure 3: Separation Request Search Page

Ragst Separation Separation Info Comments
Member Information

Test Employee EMP ID: 1234567 Empl Record: i)
*Request Type Code: RET @, Retirement FH[E=
Member Submit Date: 0412212014 B pate Entered:  04/22/2014 ™ Reserve member with 20 years active duty
+Sep Effective Date: 0510112014 | sequence: 1 :: Reserve Commission Requested

Checked if Amended
*Request Status: Pending =] pecision Date: 5
Cancel Status
Trans ID:

C Cancel Orders

Funding ID: .
 Cancel Orders and Funding

TONO:

*Request Source: |Headguarters =l

Comments: User guide example.

Last Updated by/Date Time: |

Print Authorization Form

[5] save | [t Returnto Search | =] Notify |

Ragst Separation | Separation Info | Comments

Figure 4: Request Separation Page

3. Enter the Request Type Code.
4. Enter the Member Submit Date.

5. Enter the Sep Effective Date.

o

Keep the Request Status of ‘Pending.’

N

Select the Request Source using the drop-down.
8. Enter Comments. These will display only on this page, not on the print Authorization.
9. Save the page.

10. The Last Updated by /Date Time field will populate with the user’s name and time
stamp once the request has been saved.

11. Click on the Separation Info tab.



Test Employee

Separation Effective Date:
Separation Type Code:
Article/Law:

SPD Code:

Re-enlistment Code:
Character of Service:
Officer Terminination Code:
Earnings Element:
Separation Pay Type:
Highest Grade Held:
Disability Percent:

CG Heroism:

Ragst Separation Separaﬁun Info Comments
Member Information

EMP ID: 1234567 Empl Record: 0

Find | View Al First K 4 of 1 D L ost

05/01/2014 Request Type: RET Retirement
104 @, Retirement After 20 Years Active Federal Senvice

14-355 20 Year Retirement
RBD @, Sufficient service for retirement

[ Ja
| =
IHonmahIe j

Q,
| =
I_C% Retired Pay Jobcode: 420092' C%
’_

INOHE =

Save @" Re‘turmuSearcn: =] Nntlfy

Rast Separation | Separation Info | Comments

12. Enter the Sep Type Code.
13. Enter the Article/Law.
14. Enter the SPD Code.

If the member is Enlisted:

Figure 5: Separation Info Page

15. Enter the Re-Enlistment Code using the lookup tool.

16. Select the Character of Service using the drop-down tool.

If the member is an Officer:

17. Select the Officer Termination Code using the drop-down tool.

18. Select the Separation Pay Type, if authorized for this separation.

19. Select the Highest Grade Held, and Retired Pay Jobcode.

20. Click on the Comments tab.

11



Rqgst Separation Separation Info
Member Information
Test Employee EMP ID: 1234567 Empl Record: 0

Find | View Al First & 1 0F1 LY Last

Separation Effdt: 05/01/2014 Request Type: RET Retirement

Comments Find | View Al First K1 1076 I Last
F=

“Clause: 00R @, HE

*Seq Nor: [ 1]

Comments: This separation action has been authorized based on a CG PSC-EPM written decision and is

issued by L. C. Parrales, COR, USCG, Chief, PSC-EPM-1, by direction of Commander, CG PSC.

|5] save | |oF Returnto Search [ Motify

Rast Separation | Separation Info | Comments

Figure 6: Comments Page

21. The Comments page is pre-filled with clauses configured by the SPD Code. Click on
View All to display all clauses attached to the order.

@These clauses will print on the Separation Authorization.
22.To enter a new clause, click [+,
23.Select a Clause using the look up tool.
24.The Seq Nbr will auto generate. You may reorder the sequence as needed.
25. Enter any additional comments to the clause.

26. Click Save. The Separation Request is now ready for approval.
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3.3 Approving a Separation Request

The user who originated the Separation Request, or another PSC user, may approve the
Request on that page. Separation Requests are not ‘routed’ via workflow.

1. To approve the Separation Request, navigate to the Separation Rqst/Authorization page

on the Separations pagelet.

Separations

IS&gﬁrﬁtiun RastiAuthorization |

Separation Requests by Status

Separations Summary Report

Separation Reguest Extract

Separation Reqguest Stats

Separations By AD Term Date

Separation Orders Extract

Figure 7: Separation Request Link

2. Search for the request using the member’s EmplID.

Separation Request

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): [300

Empl ID: beqins with =] [1234567

Empl Record: = = |

Name: begins wwtnﬂ‘

Last Name: begins with =] |

Second Last Name: begins wwthj‘

Alternate Character Name: | begins wwtnﬂ‘

Middle Name: begins with 7] |

Business Unit: begins W\thj‘

Department Set ID: begins wwthj‘ Q
Department: [egins with [=] | @,
Regulatory Region: |hegms wwtnﬂ‘

[” case Sensitive

. Search Clear | pasic Search [§f Save Search Criteria

Figure 8: Search Separation Request

3. The Separation Request will display.

\EEETTER  ssparstoninle | Comments

|

Tees! Employes: EMP ;1234887 Emgi Record: ]

“Request Type Code: RET 9, Retirement =
Mesrder Subwmit Tt QAZIZ0NA [ Date Entered: (4222014 T Roserve mesmber with 20 years actve duty
*Sep Effective Date: 05012014 & sequence: 1 ™ Reseree Commission Requested
. 7 Checked it Amonded

“Request Statas: Ponding = pecision Date: W
Trans I0: v [Cancar sisie ]

=
Fanding It Cancel Orders

" Cancel Orders and Funding
TONG:

| [momest somros:
Comments: s er guice axample
Last Updated byDate Tane: PSCUser | 042214 147 54P0
Print Authanzation Form

i Save (Gl Retento Search -] Neady

| Rgst Separation | Separal

an Infp | Gommarts

Figure 9: Separation Request Approval
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4. Select Approved from the Request Status drop down.
5. Enter a Decision Date, usually the current date, using the calendar tool.

6. Click Save. The Trans ID (Order Number) for the Order will generate.

Rast Separation Separation Info Comments
Member Information
Test Employee EMP ID: 1234567 Empl Record: 0
Find | View Al First Kl 10f1 DY Last
-Request Type Code: RET @, Retirement EE
Member Submit Date: [0412212014 3 Date Entered: 0412212014 ™ Reserve member with 20 years active duty
*Sep Effective Date: |0510142014 i Sequence: | 1 ™ Reserve Commission Requested
- [T Checked if Amended
*Request Status: Approved ¥ pecision Date:  |04/23/2014 [
Trans ID: 2250402 | -
Funding ID: Cancel Orders
© cancel Orders and Funding
TONO:
*Request Source: [Headauarters [
Comments: User guide example
Last Updated by/Date Time: PSCUser | 04/231412:19:54PN
[F] Save | |ch ReturntoSearch | |[=] Notify

Figure 10: Approved Separation Request

7. Click the Print Authorization Form hyperlink to generate a PDF copy of the Separation
Request. This form can be printed, emailed, or saved from the Adobe Acrobat window.

DEPARTMENT OF
HOMELAND 3ECRUITY
U.S. COAST GUARD SEPARATION AUTHORIZATION
Svetem Generated
Ewmplid. Name: Rank: Effective Date: Member Submit:
1234567 Test Employze ME2 2014-05-01 2014-04-22
Deptid: Dept Name: Last Day of Active Duty:
000379 CGC KEY BISCAYNE 2014-05-01
Request Type: Request Status: Requsst Source:
Retirement Approved Headquarters
Hatered By 9876543 Date: 2014-04-23
SEPARATION INFORMATION
Article/Law:
14-335 20 Year
Sepra[ Type:
i After 20 Yenes Active Fedesal Service
DD214:
RBD _Sufficient service for
Character of Service: Pay Type Code:

‘Thic separation action has been authorized based on a CG PSC-EPM written decision and iz iszued by L. C. Pasrales, CDR, USCG,
Chief, PEC-EPM-1, by direction of Commander, CG PSC.

Mbr's sequest for retirement iz approved. Thic offictal separation & mbr's orders (izsued 6
month: in advance of the retirement date) will tranzmit the data required to complete the retirement from active duty ordecz. The
cesvicing personnel office can prepare the DD Form 214 and pay/iravel entitlements prior to the first day of retirement when caough
advance notice is given. Thersfore, to minimize avoideble administeative delays, pleace deliver mbr's retirement orders & a copy of
thic authorization as soon as possible.

As per Title 14, U 5. Code, .:achnn Jiﬁ ‘mbs shall detach from all duties effective the last dey of previouc month and proceed to their
fome of selection in with in sccordance with paragraph US130, JFTR. The SFD Code for reticement (RED)
applics. Allowasces, iacluding travel for depondents, are avthorized 5 pes JETR.

The CG Pay & Personnel Center (FPC-ras) will c-mail a rotirement package to mbr's ©G global email address 6 moaths prior to date
of retirement. Questions mgl(ﬂlng this retirement package, should be disected to FEC (raz) at 783-330-3413. (Additional info at
ww /) Th & pia will be mailed to mbes unit pricr to retirement. Mbr chould contact the
Work-Lite staff for 2 lict of the dates for Transition and Reti

Pleasce convey to member that on behalf of the Commander, CG Persoanel Service Center, we wich to express our appreciation for
‘his/her faithfol service. May he/she have a fulfilling retircement and best wishes in fotuce endeavors.

CG PSC-epm-1 muthorizes the CO to grant permission for a ing point (RPF) when the last FDS is INCONUS, AK,
HI, & the requested REPF iz a CG unit other than the mbr's last FDS or another CG vait within the same geographic arca of the last

Figure 11: Authorization Form
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3.4 Amending a Separation Request

Requests may be amended either before or after the Separation Order has been approved.

To perform an amendment:
1. Open the Separation Request.

2. Perform the needed update to the request page;

3. Ensure the Request Status is set to Approved.

4. Save therecord.

5. System will flag the ‘Checked If Amended’ checkbox.

6. Changes will be populated on the Separation Order
*Sep Effective Date: 07/01/2014 [ sequence: 1 [" Reserve Commission Requested

. — . | ¥ Checked if Amended
*Request Status: IP.DprO'v'ed :I' Decision Date: 01/13/2014 |[3y
Trans ID: 2053782
. B ' Cancel Orders
Funding ID: 2637015
" Cancel Orders and Funding

TONO: 1214G84PSR18Q000

Figure 12: Amendment

3.5 Approving the Amended Sep Order

Any amendments must be approved by a SPO Supervisor, on the Separation Order. If the
SPO Sup had previously approved the original order, the system will initiate a new
approval cycle for the amended order.

3.6 Cancelling a Separation Request

Requests may be cancelled either before or after the Separation Order has been approved.

If a Separation Request has been created, but not approved, and no Order exists:
- Update the Request Status to Cancelled.
- Save therecord.
The request will display as cancelled on the page and on Request reports. No
actions will occur on an order, since it doesn’t exist yet.

If the Separation Request has a corresponding Order, you must initiate the Cancel from the
Separation Request page.
- Update the Request Status to Cancelled.
- Update the Cancel Status box to either Cancel Orders, or Cancel Order and
Funding.
Below are scenarios for cancelling Orders that were initiated by a Separation Request.

Scenario 1: Separation Request created; Separation Order created — in Authorized status.
PSC cancels Separation Request.
Sep Order is automatically cancelled.
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Scenario 2: Separation Request created; Order created -in Ready status.
PSC cancels Separation Request, contacts SPO to Cancel Order.
SPO initiates Cancel Order process, submits for Approval.
SPO Sup must approve cancelled Order.

Scenario 3: Separation Request created; Order Approved & processed to JOB -in Finished

status:
Cancelling the Order will also remove the JOB row for the Separation.
SES must manually clean up any Leave or Global Payroll information.

Please see the Cancelling an Order section for more information.
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4.0 Completing Separation Orders Created from a Separation Request

When a Separation Request is approved, the system generates a new Separation Order and
pre-fills the fields with values from the Separation Request. The SPO will open the
Separation Order from the Separations pagelet and complete all other details.

4.1 Separation Order Business Process:

e The SPO completes the Order information across multiple pages (tabs) of the Order:
- Travel (including Terminal Leave and Dependents Authorized)
- Notes
- Leave disposition
- Submit for Approval.
e The user may Save the Order at any time and return to continue updating it, until it
is submitted for approval.
e SPO may begin work on the DD214 during this time.
e SPO submits the Order for SPO Supervisor approval.
e SPO Supervisor searches My Requests for the Separation, opens and Approves the
Order.
e Once the order is Approved, its status is set to Ready.
¢ An Order may be Amended at this point.
e A few days before the Separation Date, a batch process writes the JOB row for the
separation. The JOB Action/Reason are preset by the Separation Type code.
e Any changes needed to the Separation Order after this point require a Cancel Order.

4.2 Search for a Separation Order (SPO)

1. Access the Separation Orders page by navigating from the Direct Access Portal Home
page to the Separations pagelet. Click on the Separation Orders link.

Separations

Separation RgstiAuthorization | Separation Orders |

D0Z14 Form DOZ14 Reissue

Separations Summary Report Separation Reguests by Status
Separation Request Extract Separations By AD Term Date

Separation Orders Extract

Figure 13: Separation Orders Link
2. Search for the Order by EmplID.
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4.3 Separation Details Page

1. The Separations component opens, displaying the Separation Details page.
The top of the page displays a ‘header’ which will appear on all other tabbed pages of the
Order. The TransID is the unique order identifier.

= =7

CELEELOEEETEEN | Additional Info | Order Information | Order Travel || Order Notes Leave Information

Te Empl ID: 1: Empl Record: 0
Trans ID: 1983704 Order Action: | =
Order Begin Date: 08/31/2014 Order Type: Separation

OrderEnd Date:  09/01/2014 Order Status: Ready

| separation Details |

Termination type code: IR%IUE!’HE-HL'RESLJ.’“.E Retirement ;l

g Opens Sep
Termination Date: |99-‘L’1'207 4 Departure Date: 08/31/2014|  Authorization
SPD: RED Sufficient service for retirement Authorization Cre:a';e/d
Re-enlistment Code: RE2 Ineligible for Reenlistment due to Retirement

Figure 14: Separations Details Page
2. If the Authorization Created link is blue, a Separation Request was created prior to the
order. Click the link to open the Separation Authorization form.
Note: If no Separation Request was created, the text will be black, with no link.

3. SPO users may not change any fields on the Order page that were pre-populated from a
Sep Request.

4. Select the Retirement Authorization code, if it is not already populated.

5. Depending on the type of Separation, complete fields in the Retirement, RELAD,
Discharge, or Death section. Click on the blue bar to open each section.
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4.4 Order Travel Page

1. Click on the Order Travel tab to enter details of the member’s final travel.

The Travel Orders section contains 2 rows: Seq Nbr 1 - the Depart row; and Seq Nbr 99
- the Report row.

2. Click View All to see and update both rows.

Separation Details Additional Info Order Information Order Travel Order Motes Leave Information Order Approval E)

Test Employee Empl ID: 1234567 Empl Record: 0
Trans ID: 2250402 Order Action: I j‘ Go.
Order Begin Date:  05/01/2014 Order Type: Separation
Order End Date: 05/02/2014 Order Status:  Authorized
customize | Find | BV ) 3 Frat K q2012 1 Lot
x‘r‘ ;;:‘f' ;:";’:;'val Estimated Date  Actual Date Nature of Duty Deptid Description Position Description  Location Description
1 Depart 04/30/2014 04/30/2014 CGC KEY BISCAYNE DUTY CGC KEY BISCAYNE
PPC AT HOME SEP
99 Report 04/30/2014 MBRS CGPPC
Travel Orders Find | View 1 First | 1-20f2 L) Last
=
*Seq Nbr: ’_1 Travel Type: I Depart :l' Trvl Approval: HE=
Estimated Date: |04/30/2014 |5 Department: 000379 @, CGC KEY BISCAYNE
Actual Date: 043012014 |5 Location: FLO420 @ CGC KEY BISCAYNE
Hature of Duty: :l' Position Number: 00028739 @, buTY
Posn Job Code: 420094 Second Class Machinery Technic

Other Location: |PPC AT HOME RET MBRS

» Per Diem
} Travel Details
¥ Additional Authorized Expenses

=
*Seq Nbr: ’E Travel Typ-e:lReimrl :I' Trvl Approval: HE
Esfimatad Data: 04/20/2014 |[5] Dapartmant. 003333 QL _ppC AT HOWE SEP LIBR:

Figure 15: Order Travel

3. Inthe Seq Nbr 1 section, the Estimated Date is pre-filled, based on the Separation type.
Enter the Actual Date of Departure (typically the last date of work.).

4. Select the Nature of Duty ‘Separations’ from the drop down if it is not already defaulted.

5. The Department, Location and Position Number of the Depart row will default from the
current Job row.

6. Expand the Travel Details Section and Additional Authorized Expenses sections.
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7.

Medical Travel: | =] Medical Escort: |

" Combat Zone

Cc cial Carrier (own exp subject to reimbursement) [ Gov't Owned Conveyance

[” Gov't Transportation Account (GTA) [ Privately Owned Conveyance (POC)

Mode of Transportation: lﬁ POC Type: |N°“° Exceed =l s:[ 1000
RONDays: | ROM Locality: |

+ Additional Authorized Expenses

2:::;“) Expense Proposed Amount

[F2 @, FUEL EXPENSES [ 30000 =]
[A5 @, AUTOMILEAGE [ 30000 =
[F1 @ PARKING [ 2500 El

Figure 16: Travel Details & Additional Authorized Expenses

If the member will incur reimbursable travel expenses upon separation, complete the
appropriate Travel Details. .

Complete the Report row of travel: Seq Nbr 99. Typically, this row does not have
travel expenses.

10. Select ‘Separation; from the Nature of Duty drop down.

11. Verify the Department reporting to after the Separation. This is typically ‘Home’
003333. For IRR and SELRES duty, select the appropriate department.

*Seq Nbr: ,E Travel Type: I Report j' Trvl Approval: =
Estimated Date: [04/30/2014 [ Department: (003333 |9, PPCAT HOME SEP MERS
Actual Date: (0413002014 [3if Location: Ksooo1 @, cGPRPC
Nature of Duty: | Separation [¥ Position Number: @,
Posn Job Code:

Other Location: |

¥ Per Diem
¥ Travel Details

¥ Additional Authorized Expenses
w Delay En route

Begin Date End Date Delay En route Days

1] B | B | = # =

[5) save | 2" Retumto Search | =] Notify | ETT e

Separation Details | Additional Info | Order Information | Order Travel | Order Motes | Leave Information | Order Approval | Order Funding \gl

Figure 17: Seq Nbr 99

12. Enter a Position Number only if the member is going to SELRES.

If you need to add specific Additional Expenses and Amounts, click +|and use the look
up tool to select an Expense Code. Enter the Proposed Amount of the expense.
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13. Click to open the Delay En Route section to specify Terminal Leave. You may add new
rows for additional delay types.

14. Enter the Begin Date of leave.

15. Enter the End Date; for Terminal Leave, this date must equal the Order End Date.
16. From the Delay En Route drop down, select the leave type.

17. Click Save. The Days for that leave type will populate.

18. Note: any Terminal Leave entered will also display on the Leave Information page.

4.5 Adding Order Notes

1. Click on the Order Notes tab. Order Clauses do not automatically populate; the SPO
must enter appropriate clauses for the separation.

Separation Details Additional Info Order Information COrder Travel Leave Information Order Approval ID

Test Employee EmplID: 1234567 Empl Record: 0
Trans ID: 2250402 Order Action: I ﬂ
Order Begin Date: 05/01/2014 Order Type: Separation
Order End Date: 05/02/2014 Order Status: Authorized
Separation Details Find | View 1 First ! 1-2 0f2 1 Last
“Contract Clause: 008 @, [THIS SEPARATION ACTIOM HAS BEEN AUTHORIZED PURSUANT TO #H[=]
,—1 CGPSC-EPM WRITTEN DECISION AND 13 ISSUED BY L. C. PARRALES,
*Sequence Number: CDR, CHIEF, ADVANCEMENT AND SEPARATIONS BRANCH - BY
DIRECTION OF COMMANDER, COAST GUARD PERSONNEL SERVICE
CEMNTER.

[/ Show on Printed Order

*Contract Clause: 01E ‘@, |DISCH MEMBER NO LATER THAN EFFECTIVE DATE DISPLAYED #H=]
2 ABOVE WITH GENERAL DISCH BY REASON MISCONDUCT DUE TO
“Sequence Number: INVOLVEMENT WITH DRUGS PROVIDED NO DISCIP ACTION
PENDING.

[+ Show on Printed Order

Figure 18: Order Notes

2. Select a Contract Clause using the lookup tool. (Although the field label is ‘Contract’, all
types of clauses are stored together, so Order Clauses may be found in the lookup.)
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Enter 1 for the Sequence Number.
4. Click *]to insert an additional row.

5. Select a Contract Clause.

6. Enter 2 for the Sequence Number. You may change the sequencing of the Order Notes,
as you want them to display on the printed order. Each clause must have a sequence
number.

7. To display clauses on the printed order, mark the Show on Printed Order check box for
each clause.

8. Click Save.

4.6 Leave Information Page

Since any Terminal Leave request is entered on the Order Travel page, the Leave
Information page displays balances. The only leave you may enter on this page is carryover
leave.

1. Click on the Leave Information tab.

Separation Details Additional Info Order Information Order Travel Order Notes Leave Information Orderh
Test Employee EmplID: 1234567 Empl Record: 0 _
Trans ID: 1983704 Order Action: | x| 6o
Order Begin Date: 08/31/2014 Order Type: Separation

Order End Date: 09/01/2014 Order Status: Ready

Leave Balance: 0.000000 Cumulative Sold Leave: 0.000000

Total to Carry Over (Days): 0.0 Terminal Leave Begin:

Terminal Leave (Days): 0.0 Terminal Leave End:

Figure 19: Leave Information

2. The Leave Balance reflects the member’s accumulated leave balance as of the current
pay/absence calendar. It does not factor in future leave requests that have been
approved beyond current month

3. Cumulative Sold Leave displays total days of leave the member has previously sold.
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4. Enter Total Carry Over if the member requests and is eligible to ‘store’ leave. This
number of days will be subtracted from the leave available to sell.

5. The Terminal Leave Days will reflect the amount of days entered as final leave, in the
Delay En Route section of Order Travel. Terminal Leave may only be updated on that
page, then it will refresh here. The Begin and End dates reflect the leave request dates
that were entered on the Travel page.

6. Any leave balance that remains after Terminal Leave is taken and Carry Over is stored

shall be ‘sold’ and distributed to the member in the final pay.

4.7 Order Funding (TONO)

This page of the Order displays the Travel Order Number (TONO) and Line of Accounting
data associated to this order.

After the order has been approved, the system automatically generates a new TONO
number and Line of Accounting for the order. This will display on the Order Funding page.

MyPage Guest SelfSenice |Investor Administration Requests
(=
20 New Window  (2) Help _«i-C‘_\st-:”'n:c—I-
I_'ﬂ Order Information Order Travel Order Notes Leave Information Order Approval | Order Audit
Test Employee EmplID: 1234567 Empl Record: 0
Trans ID: 1920577 Order Action: 1Go;
Order Begin Date:  06/30/2014 Order Type:  Separation
Order End Date: Q07/01/2014 Order Status: Ready
Project Code SR10 Program Element SR
o all B st K or g I ¢
)| TONO Details LOA Details =]
Fiscal Total
TONO Status Travel Order Number Line of Accounting Funding Type ¥ Cost
1212G82PSR2YAD00 2P201299210SR780402104 3000.00

Figure 20: TONO and Accounting

The cost total for standard Order TONOs is pre-populated at $3000.00.
The user may not update this page.

4.8 Non-Standard TONO for a Death

When the Separation is a Death, the system will NOT automatically create a TONO on the
Order. In this case, the user will enter a Non-Standard TONO on the Funding page.

The manual TONO entry process works as follows:

A non-Standard TONO may be requested from the Funds Manager.
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- The Funds Manager uses a separate component to generate the TONO and Line of
Accounting, then communicates that information back to the SPO.

- The SPO or authorized user inserts a row on the Order Funding page and manually
enters the non-standard TONO information.

/4

[ MrPage Guest Se¥Sensce imesior Adminsivaon Reauests |
o

5

& Mew window (D Melp [ customize

(d]  Otder information Ordec Travel Oxdet Motes Leave Inforrmadon Ovcer Apgeroval Otﬂ! Fundng Ocder Auda

Te?lEkaW_&" Empl I0: 1234567 Empl Record: o

Trans 0 2050055 Order Action: Go
Order Begin Date: 06052014 Order Type:  Separadon

Order End Date: 05062014 Order Status: Ready

Project Code Program Element

LOADetsin [T

TONO Status Travel Ordec Number Line of Accounting funding Type :,::‘ ;‘;‘:

Figure 21: Non-Standard TONO, Manual Entry

Only authorized users may add a manual TONO row on the Funding page.
A (+) button displays.

- The user clicks the button to add a new row.

- The user enters the non-standard TONO and Line of Accounting on the new row.
- The Total Cost may be entered.

- Save this page before submitting the order for Approval.
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4.9 Submit Order for Approval

1.

Click the Order Approval tab.

(Il Additional Info Order Information Order Travel Order MNotes Leave Information Order Approval Order Funding E)
Test Employee _ Empl ID: 1234567 Empl Record: 0
Trans ID: 2250402 Order Action: Go
Order Begin Date:  05/01/2014 Order Type: Separation
Order End Date: 05/02/2014 Order Status: Authorized
Route for Approval
Approval Type: Separation Order Approval
User ID: 2007298 SFO
Dept of Approving SPO: 000657 CG AIRSTA CLEARWATER.
Comment:
Approve Separation Order
= Approval Sep Order Header:Pending  (viewHide Comments
One Level Approval
Pending
@ Multiple Approvers
SPO Supervisor
= Comments
SPO at 04/24/14 - 10:13 AM
User Guide Example
save | [P Retum to Search | |[Z7] Notify | b Add| |/ Updatemisplay| | inciude History | | Correct History |
Separation Details | Additional Info | Order Information | Order Travel | Order Motes | Leave Information | Order Approval | Order Funding | Order Audit

Figure 22: Order Approval

The SPO user will enter any Comments they wish the approver to see (or leave blank),
then Submit the Order for approval. The Order is routed to the Department’s SPO

Supervisors, according to the SPO Tree.

Enter Comments, if needed. If you leave the field blank, the system will default it to

<No Comments>

Click Submit.

The Approve Separation Order section below displays the SPO submitter information

and Comments. Click on the Multiple Approvers hyperlink to displays a list of SPO

Supervisors who can approve the Order.
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4.10 Approve Order

A SPO Supervisor user in the Department’s SPO ‘Tree’ must Approve the Separation Order.
The Multiple Approvers link will display which users may approve this order.

@ Any SPO Sup in the SPO/Department tree may view and open the Approval Request.

Only one user needs to Approve. Once approved, the order will no longer be available
to other users for approval.

1. To view orders awaiting approvals, click Requests from the Direct Access Portal Home

page.
/’ United States Coast Guard
\US. Department of Homeland Security

J My Page l Self Service |Reguests ”

Announcements Updated 04 April 2014

Direct Access/Global Pay Awareness Web Page

Figure 23: My Requests

2. Click View My Requests (all types).

MyPage Self Senice | Requests

Submit an Absence Request View My Absence Reguests

Submit a Delegation Request

Submit a Civilan CA Reguest Submit 8 Supp CA Request

Submit an Officer CA Request Submit an FSA Reguest

Submit 3 COLA Unique Request Submit a Drill Reguest

Submit an Advance Pay Request

Request Reports

Absence Request Listini

Figure 24: View My Requests (all types
3. The View My Action Requests page displays. Select ‘Requests [ am Approver For.’

4. Select Transaction Name ‘Approval Sep Order Header.” This will narrow the list to
Separations approval requests. You may also filter by Status and Submission Dates.

5. Click Populate Grid to see a list of requests awaiting approval
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View My Action Requests

oy F Requests | am Approver For Al Roquests
Tramsaction Name: All Transactions -1
Transaction Status: Ponang =l
Subenission From Date: i)
Submission To Date; it} Populate Grid Rekash

Transnctun Kame Lstus Uemnber Member's Enapld  Sabmitied By Approver Submission Dabe  Appeoveeny

Approval Sep Order Headet Penang Test Empioyss 12587 sPO SPOSupeedsor DAZD0ME ApcromDany

Figure 25: View My Action Requests-Results Grid

6. Click the Approve/Deny link on a row to open the Order to the Approval page.

(3] | Oroeriformation | Onder Travel || OrderNotes || Leave Order Funding | Order Audt

TestEmployee EmplID: 1234587 Crpl Recond:

Trans I 2250402 Urder Action; j‘ @
CQrder Bogin Date: 05012014 Onder Type:  Separation
OrderCnd Date: Q5022014 Order Staws:  Authorized

Roulis for Appraval

Approval Type: Separation Order Approval

Usaee I [wres SPO Supenisor

Dept of Approving SPO: |000379 CGC KEY BISCAYNE

Comment: Approving for User Guide example.

Appiove Pusih Bisck Doy

Approve Separation Order
Approval Sap Order Header:Pending (2 viswride Comments
One Level Approval

Panding

IpIoe

O Multiple A
PO Superviaar

— Comments

SPO at 04/24114 - 10:13 AM
User Guide Fxample

&) Save | b Retumio Search =) Koty [hdgd 1] UpdaleDissiey a0 incidetistory  LJ* Comect History

Figure 26: Approval Pending Separation Order

7. Enter Comments in the Route for Approval section.

8. The Approval Sep Order Header box tracks the SPO submitter information and any
Comments from the SPO. It will refresh later, to track the SPO Sup’s approval.

9. Click the Approve button below the Comments. This single approval will apply to all
travel details and leave disposition for this order.

10. Once the Order is approved, the Order Status will update to ‘Ready.” The Action
Request (approval) Status also updates on the Requests page.
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4] [ Order Information Order Travel Order Notes Leave Information ‘Order Approval Order Funding Order Audit

Test Employee Empl ID: 1234567 Empl Record: 0
Trans ID: 2250402 Order Action:
Order Begin Date:  05/01/2014

hd Go|
Order Type:  Separation

Order End Date: 05/02/2014 Order Status: Ready

Approval Type: Separation Order Approval

userID: [9876543 SPO Supenisor
Dept of Approving SPO: [000657 | CG AIRSTA CLEARWATER

Comment:

Submit
Approve Separation Order n

~ Approval Sep Order Header:Approved 2 ViewHide Comments

One Level Approval

Approved
" SPQ Supervisor
SPO Supervisor
04124114 - 12:07 PN

= Comments

SPO at 04/24/14 - 10:13 AM
Appraving for User Guide example.

SPO Supervisor at 04/24/14 - 12:07 PM
User Guide Example

|5 save | ReturntoSearch | | Ntify [ Add UpdsteDisplay| | &1 Include History | |7 Correct History

'Separation Details | Additional Info | Order Information | Order Travel | Order Notes | Leave Information | Order Approval | Order Funding | Order Audit

Figure 27: Approved Separation Order

11. Users may generate printed copies of the approved order, using the Order Action
dropdown in the Order header.
4.11 Printing Orders

Users may generate printed copies of the order, using the Order Action dropdown in the
Order header.

" Separation Defails [ [ 1t ML Order Information Order Travel Order Notes Leave Information Order

Test Employee Empl ID;

Trans ID: 1930637

Empl Record:

Order Action:

Order Begin Date: 04/30/2014 Order Type:

Order End Date: 05012014 Order Status: Ready

e The order may be in any status (Authorized, Ready) when it is printed.
e The printed order generates a pdf file in CG-5131 format.

If the order has not yet been approved, some data will not display on the order;
for example, Order Funding and Line of Accounting.

e The generated order will display the Order Status in the heading.

@Authorized status does not signify an approved order! Ready status conveys the
order has been approved.
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4.12 Initiate Orders without a Separation Request

In many separation scenarios, a Separation Request/Authorization is not needed. The SPO

may initiate a Separation Order directly from that component. The Order must still be

approved by a SPO Supervisor.

4.13 Example: Routine Discharge - End of Enlistment

An Order is created to process a discharge. A Separation Request is not needed to process

an End of Enlistment Discharge for a member. The steps below demonstrate an End of

Enlistment Discharge for an Enlisted member.

1. From the Direct Access Portal Home page, click on the Separation Orders link in the
Separations pagelet.

Separations

DDZ14 Form

Separation Reguests by Status

Separations By AD Term Date

Figure 28: Separation Orders Link

2. Click Add a New Value to create a new Order.

3. Enter the EmplID of the member being discharged.

4. Click Add.

Separation Orders

Find an Existing Value [
-

Trans ID: I 0

Empl ID: 1234567 @,
Empl Record:| 0@,

Add

Find an Existing Value | Add a New Value

Figure 29: Discharge Separation Order

5. The Separation Details page displays. SPOs will enter most fields on this page for a new

order.
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6. Select Discharge as the Termination Type Code.
7. Enter the Termination Date using the calendar tool.
8. Select KBK or other appropriate code as the SPD Type.

9. Select RE1 or other appropriate code as the Re-Enlistment Code.

Separation Details Additional Info Order Information Order Travel Order Notes Leave Information Order Approval Order Funding ®

Test Employee EmplID: 1234567 Empl Record: 0

Trans ID: 0 Order Action: I :l' Go
Order Begin Date: Order Type:  Separation

Order End Date: Order Status:

Separation Details

Termination type code: | Discharge ﬂ
Termination Date: 0610212014 |[5] Departure Date:
SPD: KBK (@, Completion of required active service [T Autnorization Created

Re-enlistment Code: RE1 [ Eiiginle for Reenlistment

Figure 30: Separation Details

10. In the Discharge Enlisted section, for Character of Service select Honorable.
11. Select Expiration of Enlistment for Type.

12. For Status select Remd Reenlist but does not desire.

A ——
Type: I =
Reason: | =l
Character of Service: |H0noran|e j
Type: |Exp\rati0n of Enlistment j
Status: |Rcmd Reenl but does not desire j

Figure 31: Discharge Section

13. Click on the Order Information tab.

14. Enter the name of the Authorizing Official; this is the SPO Supervisor’s name.

Separation Details Additional Info | [eIGEALE N Order Travel Order Notes Leave Information | Order Approval D

Test Employee Empl ID: 1234567 Empl Record: 0

Trans ID: 0 ‘Order Action: j' [ Go|
Order Begin Date: Order Type:  Separation

Order End Date: Order Status:

‘Orders Basic Information

Action:

Reason Code:

Transfer Authority: |coast Guard Personnel Command
Authorizing Official: |SF'U Supenizor
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Figure 32: Order Information Tab
15. Click the Order Information tab.

16. Click View All to see the Depart and Report rows together on the page.

*Seq Nbr: ’_1 Travel Type: I Depart j' Trvl Approval: HE
Estimated Date; [06/0212014 |5 Department: [000378 @ CGCKEYBISCAYNE
ActualDate:  |08/0212014 ) Location: [FLoazs @ cackeY BISCAYNE
Mature of Duty: | Separation = Position Number: 00030787 @, buTY
Posn Job Code: 420095 Third Class Machinery Technici

Other Location: |F’F’C AT HOME SEP MBRS

[~ Combat Zone
[C Commercial Carrier {own expense subject to reimbursement) ™ Gov't Owned Conveyance
[ Gov't Transportation Account (GTA) [+ Privately Owned Conveyance (POC)

Mode of Transportation: 'I POC Type: |N0t10 Exceed ﬂ 5:| 1000

RONDays: | | ROM Locality: |

Medical Travel: 'I Medical Escort: |

~ Additional Authorized Expenses

Addl Exp

Code Expense Proposed Amount

F2 @, FUEL EXPENSES 300 H|=
A5 @, AUTO MILEAGE 300 #|[=]
P1 @, PARKING 25 [+]|[=]

Figure 33: Depart Row/Seq Nbr 1

17.1In the Depart row, enter the Estimated Date of the Discharge. This is usually the last
day of duty.

18. Enter the Actual Date. This should match the Discharge Date.
19. Select Separation as the Nature of Duty.

20. Verify the Department, Location, Position Number and Posn Job Code that the member
is leaving; these are derived from the member’s Job record.

21. The Other Location field is editable.

22.In the Travel Details section, select any items the member is authorized to incur while
separating.

23.In the Additional Authorized Expenses section, use the + button to add an expense code
and details. Multiple rows of expenses may be added.

24.Scroll down to the Report row.
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+
*Seg Nbr: ’E Travel Type:l Report j‘ Trvl Approval: =

Estimated Date: |06/03/2014 |[5] Department.  |003333 @, PPC AT HOME SEP MBRS
Location: K50001 @, cGPPC

Actual Date: Bl

Mature of Duty: I :I' Position Number: @,
Posn Job Code:

Other Location: |

¥ Per Diem

¥ Travel Details

¥ Additional Authorized Expenses

w Delay En route

Begin Date End Date Delay En route Days

1| B E | | =]

Figure 34: Report Row/Seq Nbr 99

25.In the Report row enter the Estimated Date and Actual Date of Discharge.
26. Select Separation for the Nature of Duty from the drop down list.

27.Verify the Department the member will report to upon Separation (or 003333 for
‘Home.’

28. Verify the Location of the Department
29. Verify that there is no Position Number.
30. Verify that there is no Posn Job Code.
31. Click Save.

32.1In the Delay En Route section, enter any Terminal Leave the member plans to use.

~ Delay En route

Begin Date End Date Delay En route Days

1 [05/29/2014 [ [o521/2014 [ |Terminal Leave =l 3| [l |[=]

Figure 35: Delay En Route - Terminal Leave

33. Use the calendar tool to select a Begin Date.

34. Use the calendar tool to select an End Date. This must be the same date as the
Discharge Date.

35. Select Terminal Leave from the Delay En Route drop down.



36. Click the Order Notes tab.

Separation Details Additional Info Order Information Order Travel Leave Information Order
Test Employee Empl ID: 1234567 Empl Record: 0
Trans ID: 2250445 order Action: | 160}
Order Begin Date:  (06/02/2014 Order Type: Separation
Order End Date: 06/03/2014 Order Status: Authorized
Separation Details Find | View 1 First ) 4202 | Last
*Contract Clause: 005 (@, |THIS SEPARATION ACTION HAS BEEN AUTHORIZED PURSUANT TO HE=
,—1 CGPSC-EPM WRITTEN DECISION AND 1S ISSUED BY L. C. PARRALES,
*Sequence Number: CDR, CHIEF, ADVANCEMENT AND SEPARATIONS BRANCH - BY
DIRECTION OF COMMANDER, COAST GUARD PERSONMNEL SERVICE
CENTER.
lser Guide Example
[+ Show on Printed Order
*Contract Clause: 220 (@, |coast Guard Tuition Assistance Program: All Active Duty Officers - HE=
,—2 must complete two year for active duty or four years for SELRES upon
*Sequence Number: completion of the course per ALCOAST 012/09.
Agree notto request release, separation, retirement or termination off
SELRES siatus for 24 months (48 for SELRES) following the course
completion date ofthe last course funded by TA.
If member is going to RELAD and provides documentation showing
that he/she will be in the SELRES, then TA authorized course(s) may j
[ Show on Printed Order

37. Inserta Contract Clause by clicking on lookup tool and making a selection.

38. Enter a Sequence Number.

Figure 36: Order Notes

39. Edit the text of the Clause or insert additional text.

40. Click *lto insert a second clause.

41. Select a Contract Clause using the lookup tool.

42. Enter the Sequence Number.

43. Edit the text of the Clause or insert additional text.

44. Click Save.

45. Click on the Leave Information tab.
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Separation Details Additional Info Order Information Order Travel Order Motes | 1 Order Approval D]
'_I'g_s_t_lgrng\_qy_e_g Empl ID: 1234567 Empl Record: 0
Trans ID: 2250445 Order Action: ﬂ Go
Order Begin Date:  06/02/2014 Order Type:  Separation
Order End Date: 06/03/2014 Order Status:  Authorized
Leave Balance: 20.000000 Cumulative Sold Leave: 0.000000 Projected Leave: 0.00
Total to Carry Over (Days): 0.0 Leave to Sell: 0.0 Get Sell Balance
Terminal Leave (Days): 30 Terminal Leave Begin: 05/29/2014
Terminal Leave End: 0513112014
jﬂ Save &{-“ Return to Search =] Motify =4 Add Update/Display J_'] Include History L}' Correct History

Figure 37: Leave Tab

46.The Terminal Leave (Days) reflects the same days that were entered in the Delay En
Route section on the Travel page.

47. Leave Balance: Balance as of current pay/absence calendar. Does not factor in future
leave requests that have been approved beyond current month.

48. Total Carry over: Specified by the SPO if member requests. This will be subtracted from
the leave available to sell. Total to Carry Over (Days) is defaulted to 0.

49. Terminal Leave: Sum of terminal leave days specified.

50. Leave to sell: Derived from projected leave and reduced by cumulative leave already
sold and leave carried over.

51. Cumulative leave sold: Leave balance previously sold.
52. Projected Leave: Leave balance as of separation date, factoring in all approved leave.

53. Click on the Order Approval tab.
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54.

55.

56.

57.

58.

(4] | Additional Info [ Order Information || Order Travel || Order Notes | Leave Information Order.l\pproval " OrderFunding | [®

Test Employee EmplID: 1234567 Empl Record: 0
Trans ID: 2250445 ‘Order Action: j Go
Order Begin Date:  06/02/2014 Order Type: Separation
Order End Date: 06/03/2014 Order Status: Authorized

Approval Type: |Separation Order Approval j

UserID: |200?57? Angel L Sierra

Dept of Approving SPO: 007187 | SEC KEY WEST ADMINPERS DIV

Comment: User Guide Example

Submit

Figure 38: Order Approval

The Approval Type is defaulted.
The User ID is defaulted to the SPO EmplID.
The Dept of Approving SPO is defaulted.

Enter Comments that you wish the SPO Supervisor to see.

Click Submit.

(4] [ Additional Info || OrderInformation [ Order Travel | Order Notes [ Leave Information |[ot it i@l Order Funding | [®

Test Employee Empl ID: 1234567 Empl Record: 0 i
Trans ID: 2250445 Order Action: (it
Order Begin Date:  06/02/2014 ‘Order Type: Separation

Order End Date: 06/02/2014 ‘Order Status: Authorized

Route for Approval

Approval Type: Separation Order Approval
User ID: 9676543 SPO
Dept of Approving SPO: 007197 SEC KEY WEST ADMIN/PERS DIV
Comment:

Approve Separation Order

<~ Approval Sep Order Header:Pending  (ViewHide Comments
One Level Approval

Pending
(O luticle Avorovers
SPO Supervisor

= Comments
SPO at 05/01/14 - 3:22 PM

User Guide Example.

[F) save | [oh RetuntoSearch | ] Notity | [Ex-add] [ Upgatemisplay| [/ incuds History.| [ Correct History,|

Separation Details | Additional Info | Order Information | Order Travel | Order Motes | Leave Information | Order Approval | Order Funding | Order Audit

Figure 39: Order Approval Submitted
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5.0 Order Approval

1. To view orders which require SPO Supervisor approval, log in as a SPO Supervisor user.

2. Click Requests from the Direct Access Portal Home page.

@ United States Coast Guard

U5, Department of Homeland Security

J My Page I Self Senice |Reuuests ”

Announcements Updated 04 April 2014

Direct Access/Glebal Pay Awareness Web Page
Global Pay and Tech Refresh Testing Portal Site
Add a New Defeot

Figure 40: My Request

3. Click View My Requests (all types).

[ My Page Self Sewice [ Requests l

Requests =
Submit an Absence Request Wiew My Absence Requests
Submit a Delegation Reguest |‘-.-fiew My Reguests (all hrnes‘.-l
Submit a Civilian CA Reguest Submit 8 Supp CA Reguest
Submit an Officer CA Request Submit an F54 Request
Submit a COLA Unigue Request Submit a Drill Request
Submit an Advance Pay Reguest
=

Request Reports
Absence Reguest Listing

Figure 41: View My Requests (all types)

4. Select Requests [ am Approver For.

5. Click Populate Grid. The Order Approvals grid displays all requests according to the

filters you set.

36



View My Action Requests

SPO Supervisor
1. My Submitted Requests’ allows member to bring up only their Action Requests
2."Requests | am Approver For allows approver to bring up only those Action Requests submitted to them.
3. "All Requests’ allows the approver to pull up their Action Requests and those submitted to them
4 Transaction Name field allows userto select a particular transaction (i e, Absence Request, Delegation, etc)
5. Refresh button clears the grid and defaults it back to "My Submitted Requests’ and Transaction Status of "Pending’.
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Mame,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

© My Submitted Requests ® Requests | am Approver For  All Requests
Transaction Name: |A\I Transactions ﬂ
Transaction Status: [Pending =
Submission From Date: e
Submission To Date: [+ Populate Grid Refresh
Order Approvals
Transaction Name Status Member Member's Emplid  Submitted By Approver Submission Date  Approve/Deny
Approval Sep Order Header Pending Test Employee 1234567 SPO SPO Supervisor 05/01/2014 ApprovelDeny

Figure 42: View My Action Requests

6. Click Approve/Deny. The Order will open to the Approval page.

(4] | Additional Info Order Information Order Travel Order Motes Leave Information Order Approval Order Funding D]

Test Employee Empl ID: 1234567 Empl Record: 0

Trans 1D: 2250445 Order Action: ﬂ Go |
Order Begin Date:  06/02/2014 Order Type: Separation

Order End Date: 06/03/2014 Order Status: Ready

Route for Approval

Approval Type: |Separaliun Order Approval j
UserID: |8T55432 SPO Supervisor
Dept of Approving SPO: IUU?‘\EI? SEC KEY WEST ADMIN/PERS DIV
Comment:

Submit

Approve Separation Order
— Approval Sep Order Header:Approved (2 ViewHide Comments

One Level Approval

Approved

v SPO Supervisor
SPO Supervisor
05/02/14 - 12:15 PM

~ Comments

SPO Supervisor at 05/02/14 - 12:15 PM
User Guide Order Approval.

SPO at 05/01/14 - 3:33 PM
User Guide Example.

5] save [Gh ReturntoSearch| =] notity [ g Upgatemispisy | |5 ieluge History | (7% correct History |

Figure 43: Approving Order

7. The Approval Sep Order Header box tracks SPO submittal and Comments. The Multiple
Approvers link shows all SPO Supervisors who may approve this Order. It will refresh

once the SPO Supervisor has approved, to show those details.
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8. Enter Comments in the Route for Approval section. The Order cannot be approved
without comments.

9. The Approval Sep Order Header box tracks the SPO submitter information and any
Comments from the SPO. It will refresh later, to track the SPO Sup’s approval.

10. Click the Approve button below the Comments. This single approval will apply to all
travel details and leave disposition for this order.

11. Once the Order is approved, the Order Status will update to ‘Ready.” The Action
Request (approval) Status also updates on the Requests page.

12. Users may generate printed copies of the approved order, using the Order Action
dropdown in the Order header.
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6.0 Death Separation Orders

PPC, or any SPO, may enter a Separation Order for a death. A Separation Request is not
required. A different user, typically a SPO Supervisor, must approve the Order. A Death
Order follows the same basic procedure as for other types of Separation Orders, in Direct
Access 9.1.

6.1 New Business Process for Death Orders

The following is a process change from the Direct Access 8 procedure for Deaths.

e All relevant information may be entered on the Separation Order component. The
Death of Member component will no longer be used.

e Users will be able to select whether the death is in the Line of Duty, or the member
is otherwise eligible to receive retirement pay. Making this selection will create an
additional, retirement (RWP action) row in the member’s Job record, preceding the
Termination (Death) row.

e The user may also indicate whether the member qualified for Heroism or Good
Conduct.

e The final Travel details (Depart, Report, Dependents, etc.) shall be entered on the
Separation Order, Order Travel tab. An additional PCS order is not needed.

e Abasic TONO with line of accounting and an estimate will be created upon the SPO
Supervisor role’s approval. The TONO may be updated later, from a different
component, to accommodate ‘Blue Bark’ TONO specifications.

6.2 Details of Death Order

On the Separation Details page:

1. Select Termination Type: ‘Death’
2. Enter Termination Date:  usually the date of death

3. Select SPD Code: D26 is currently used
Order Begin Date:  04/30/2014
Order End Date: 05/01/2014
Termination type code: |Death ll
Termination Date: 04/30/2014 [ )
SPD: D26 ', Death of a Member
Re-enlistment Code: %
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Figure 44: Details of Death Order
Click the blue ‘Death’ section bar to open that section of the page:

1. Enter Date of Death
2. Select In Line of Duty, or other value, if applicable.
3. Select a value for Heroism/Good Conduct, if applicable.

Date of Death: 0413012014 |[5)

¥ In the Line of Duty
Heroism/Good Conduct: |None |

Figure 45: Death Section

6.3 Inserting A Non-Standard (Manual) TONO

When the Separation is a Death, the system will NOT automatically create a TONO on the
Order. In this case, the user will enter a Non-Standard TONO on the Funding page.

The manual TONO entry process works as follows:
¢ Anon-Standard TONO shall be requested from the Funds Manager.
e The Funds Manager uses a separate component in Direct Access to generate the
TONO and Line of Accounting, then communicates that information back to the SPO.

e The SPO or authorized user inserts a row on the Order Funding page and manually
enters the non-standard TONO information.

@New\ﬂ'mdow 'Z;f‘;'HEIu L:,/CustornlzeF
(4] [ OrderInformation Order Travel Order Notes Leave Information Order Approval OrdarFundng Order Audit

P Empl ID: 1234567 Empl Record: 0

Trans ID: 2250055 Order Action: Go
Order Begin Date:  0&/05/2014 Order Type:  Separation

Order End Date: 06/06/2014 Order Status: Ready

Funding Data 1

Project Code Program Element

—— Customize | Find | View A8 | &l | B Frst M tofd Y Lant
Summary TONO Detais LOA Detais T2 H

TONO Status Travel Order Number Line of Accounting Funding Type :f:::' 2‘;:' +

Figure 46: Non-Standard TONO, Manual Entry
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Only authorized users may add a manual TONO row on the Funding page.
A (+) button displays.
The user clicks the(+) button to add a new row.

The user enters the non-standard TONO and Line of Accounting data on the new row.

The Total Cost may be entered.
The user must save this page before submitting the order for Approval.

6.4 JOB Actions

After the Death Separation order has been processed, a Termination/Death JOB row is
created. A retirement row (RWP) may also be created, if the member is eligible.

*Effective Date: 04/30/12014 3 GoToRow | +] =]

Effective Sequence: 0 *Action: |Retirement with Pay Z|

HR Status: Inactive Reason: IReliremenI With Pay ;I

Payroll Status: Retired With Pay *Job Indicator: IP"mC"f.f'JUD EI

History 9
Figure 47: Retirement Row (if eligible) Precedes Death Row
*Effective Date: 05/01/2014 By GoToRow | [+]
Effective Sequence: 0 *Action: [ Termination =]
HR Status: Inactive Reason: [Death =l
Payroll Status: Deceased *Job Indicator: | Primary Job ~|
Current n|

Figure 48: Termination/Death JOB Row is Current

e Member remains in the USCG AD pay group, but in Inactive pay status
e Global Payroll will process final pay for these members, and cease regular pay.
e Deceased members will remain in a valid pay group for any future final pay

processing.

6.5Amending a Death Order

If the order must be updated after approval and/or order processing, the SPO may open the
order and use the Order Action field, ‘Amend Order’ action. Please refer to the “Amending

an Order” process in Section 9 of this manual for further detail.

e The amended order must be re-submitted for SPO Supervisor approval.
e If theinitial Order was already Finished (processed to JOB), an Amend/Cancel
Action may require updates to the JOB row and manual Payroll updates.

e SES should be notified of potential Payroll changes.
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7.0 RELAD - Release from Active Duty

Most RELADs may be created from the Separation Order component.
On the Separation Details page, complete the RELAD section fields.

£
:
i

Termination type code: | Release From Active Duty =l DD Forrm 214
Termination Date: [p1:3172014 Departure Date: 0210112014
SPD: W Campletion of required active service

Re.enlistment Code: | A

» Retirement

RELAD Reason: |62 Q@
Employee Classification: SEL  ©.  Selected Reserve
Reserve Class Code: I @, Inact Du Officer wiin 8 yr obl

Labor Agreement: i.OFF @,  Reserve Component Off and Warr
Employee Category: i5 EL @,  selective Reserve
Employee Subcategory A @, Drilling Pay Status

» Discharge

Figure 49: RELAD Section

The Relad section values populate from the member’s current JOB record.

Be sure to update the RELAD section to new values reflecting the member’s future
status once released. All values are carried over to the new JOB record that will be
created by the RELAD action. For example, If the member is released and moving to
RET-2, you must change the Employee Classification to RET-2.

RELADs and Department / Position Changes

For members releasing to IRR or SELRES, Department and Position numbers must be
entered on the Reporting row (Seq 99) on the Travel page, before submitting for
approval. These values do not default.

o For RELADS to SELRES, the SPO should enter a valid Dept/Posn combination
obtained from RPM/CGRC.

e For RELADs to IRR, the SPO should enter Dept ID#002817 and Posn #00062025.
e The Location will default from the Department.
e The member’s current Business Unit shall be retained on the new JOB record.
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8.0 Amending an Order

Separation Orders that have already been approved by a SPO Supervisor and are in ‘Ready’
or ‘Finished’ status may be amended. Any amendments to Separation Orders must be re-

submitted for approval.

@Ifthe Order has already been processed to JOB (within 4 days of Termination Date), the
order may still be amended from Separations, but SES must be notified for updates that

may be needed to the Job and P

ayroll records.

1. Search for the Order by EmplID, or other criteria.

2. On the Separation Details tab, select Amend Order on the Order Action drop-down.

3. Click the Go button.

) Additional Info

Order Information Order Travel Order Noles Leave Information Order

Test Employee
Trans ID: 1930637
04/30/2014

05/01/2014

Order Begin Date:
Order End Date:

Empl ID: 1234567 Empl Record: 0
Order Action: — 'I Go
Order Type:  Separation

Order Status: Ready

Figure 50: Separation Details Tab

The Order now displays ‘Amend Mode’ on the page.

EmplID: 1234567 Empl Record:

Amend Mode

Order Action: |Amend Order

Order Type: Separation

Order Status: Ready

Figure 51: Amend Mode

Perform any updates necessary to the Order. When the changes are complete, click on the

Order Approval tab.

In the Route for Approval box, the Approval Type will reflect Amend Order.

The user must enter a Commen

t on the nature of the changes made.

Ro or Approval

Approval Type:
User ID:
Dept of Approving

Comment:

SPO:

007197 SEC KEY WEST ADMIN/PERS DIV

/Amended to add an order clause]

Submit
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Figure 52: Route for Approval Box
4. Click Submit to route the amended Order to the SPO Supervisor for re-approval.

5. The SPO Supervisor uses My Requests / View My Requests search page to open the
order awaiting approval.

@ Select the Transaction Name criteria ‘Sep Order Amend’ and Status ‘All Statuses’ to
find the amended order.

C My Submitted Requests @ Requests | am Approver For
Transaction Name: | Sep Order Amend ;l
Transaction Status: | Al Statuses ~|

Figure 53: My Request/View My Request Search Page

6. Click on the View/Approve link in the results row to open the Order.

7. The SPO Supervisor must enter a Comment before clicking Approve.

Route for Approval
Approval Type: IP\.I'ﬂ end Order EI
User ID: |9876543 sFo
Dept of Approving SPO: |007207 SEC SAN DIEGO CP/RDNS STF
Comment: <Enter Comments>

Approve Push Back Deny

Figure 54: Route Amendment for Approval

8. After the order page is refreshed, the Approval section will reflect the Amendment
approval.

Sep Order Amend Approval

< Approval Sep Order Header:Approved (> ViewHide Comments
One Level Approval

Approved

¢ SPO Supendsor
SPO Supervisor
05721114 - 11:28 AM

~ Comments

SPO at 05/21/14 - 11:28 AM
amendment approved.
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Figure 55: Amendment Approval
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9.0 Cancelling an Order

Cancelling an Order should be performed if the Separation will no longer take place.
The user must not delete the Separation Order; instead, the Cancel action will inactivate the
Separation order, keeping the record in the system for reference.

When a situation requires a Separation Order to be completely cancelled, the process
depends on how the order was initiated, and the current status of the Order.

e Orders created from the Separation Request page must be cancelled from the
Request.

e Orders created from the Separation Order page must be cancelled from the
Order.

9.1Initiating Order Cancellations: When and How
Following are sample Cancellation scenarios, according to the Order origin and Status:

Scenario 1: Separation Request created; Separation Order created — in Authorized status.
PSC cancels Separation Request.
Sep Order is automatically cancelled.

Scenario 2: Separation Request created; Order created -in Ready status.
PSC cancels Separation Request, contacts SPO to Cancel Order.
SPO initiates Cancel Order process, submits for Approval.
SPO Sup must approve cancelled Order.

Scenario 3: Separation Request created; Order Approved & processed to JOB -in Finished

status:
Cancelling the Order will also remove the JOB row for the Separation.
SES must manually clean up any Leave or Global Payroll information.

Scenario 4: No Separation Request; SPO has created Order in Authorized status:
SPO may Cancel Order; no approval required (since it was not previously approved).

Scenario 5: No Separation Request; SPO has created Order, in Ready or Finished status:
SPO Cancels Order
SPO submits Order for Approval
SPO Sup must Approve cancellation
If order is already Finished and JOB row exists, cancellation will remove JOB row.
SES must manually clean up any Leave or Global Payroll information.
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9.2 Cancel a Separation Request

Perform this step if the Separation Order to be cancelled initiated from a Separation
Request.

1. Open the Separation Request page.

*Request Type Code: [VSEP '@,  Voluntary Separation
Member Submit Date: 051292013 ) pate Entered: 0711972013 I™ Reserve member with 20 years active duty
T r 1asd
“Sep Effective Date: 071012014 ()  sequence: 1 I” Reserve Commission Requested
C . I~ Checked if Amended
*Request Status: [Cancelled =] pecision Date: (071972013 [
Trans ID: 2011957 _
Funding ID: 2920239 L5 s .
€ Cancel Orders and Funding
TONO: 1213GE3PSR3BAN00

Figure 56: Cancel a Separation Request

2. Update the Request Status to ‘Cancelled.’

3. In the Cancel Status box, select:
e C(Cancel Orders (leaving the TONO as is),
e Or, Cancel both the Order and the TONO.

4. Continue with the Cancel Separation Order to complete the process.

9.3 Cancel a Separation Order

Perform this step if the Separation Order to be cancelled initiated from a Separation Order.

1. Open the Separation Order page.
2. On the Separation Details page, the Order Action drop-down has a Cancel Order
option.
e Select Cancel Order.
e (lick the Go button.

Empl Record: 0
Order Action: bt Go
Order Type:  Separation
Order Status: Ready

Figure 57: Cancel Order
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9.4 Approving the Cancelled Order

In Scenarios 2-5 above, the SPO Supervisor must always Approve a cancelled order. If the
Order Status was ‘Authorized’, then no approval is required for the cancellation.

On the Order Approval page, once the Order Action of ‘Cancel’ has been initiated, both the
SPO and SPO Supervisor will see that the Approval Type is ‘Cancel Order.’

Test Employee EmplID: 1234567 ____Empl Record: 0
Trans ID: 2101042 Order Actigi;_| ©ancel Order >| > Go
Order Begin Date:  05/19/2014 Order Type: Separation
Order End Date: 05/20/2014 Order Status: Ready

Approval Type: | Sancel Orde j

User ID: | 0876543 sp

Dept of Approving SPO: | 00076 CGC RUSH

Comment: submit cancel for approval

Submit

Figure 58: Order Approval Page

SPO steps:
Selecting the Cancel Order action and clicking Go immediately begins the Approval routing.

SPO must enter Comments, then click Submit.

SPO Supervisor steps:
The acting SPO Supervisor must open the routed Action Request from the My Requests
page, then click Approve.

9.5Results of Cancelling an Order

Once the cancellation has been approved by a SPO Supervisor, the Order Status will update
to ‘Cancelled.’

If the initial Separation order was already Finished (processed) and a separation JOB row
existed, the cancellation will delete that separation JOB row.

The SES Branch must be notified to manually update any remaining Leave or Global Payroll
information.
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10.0 Review Order

The Separation Details page allows the SPO user to enter in the basic separation detail and
specify the effective date of the separation. Depending on the Termination Type Code, the
user would enter further data into one of the group boxes for either Retirement, Relad,
Discharge, or Death.

R EGEL s Additional Info || Order Information | Order Travel | Order Notes | Leave Information | Order Approval | Order Funding | [®

Test Employee Empl ID: 1234567 Empl Record: 0 —
Trans ID: 2250402 Order Action: I :I' |2|
‘Order Begin Date:  05/01/2014 Order Type: Separation
Order End Date: ~ 05/02/2014 Order Status: Ready

Termination type code: |Retiremenb’Resume Retirement j

Termination Date: 05/01/2014 Departure Date: 05/01/2014
SPD: RED Sufficient service for retirement I Authorization Created

Re-enlistment Code:

~ Retirement

Retirement Auth: S Commissioned - At own request upen completion of 20 or more
years active service, 10 years of which commissioned [10 USC
6323 for reserve officers]
Relad

Discharge

1~ 1°

] save | [Gh RetumtoSearch| [ Notity | |5k ada| [ vpdatemiseiay| |51 neiude History | |7 correct History |

Separation Details | Additional Info | Order Information | Order Travel | Order Notes | Leave Information | Order Approval | Order Funding | Order Audit

Figure 59: Separation Details Tab

The Additional Info page displays separation payroll related information to the SPO user.
The information in the Separations Details block is coming directly from the information on
the SEPARATION RQST/Authorization - Separation Info TAB.

" Separation Details |GGG | Order Information || Order Travel | Order Motes | Leave Information || Order Approval | [¥)

Test Employee EmplID: 1234567 Empl Record: 0
Trans ID: 2250402 Order Action: j
Order Begin Date:  05/01/2014 Order Type: Separation

Order End Date: 05/02/2014 Order Status: Ready

Separation Details

Element Name:

FulliHalf:
Job Code: 420092
Salary Grade:
[5) save [P ReturntoSearch [ Notify | [ Add| |7 updateDispiay | | 5] Include History | [ Correct History |

Separation Details | Additional Info | Order Information | Order Travel | Order Motes | Leave Information | Order Approval | Order Funding | Order Audit

Figure 60: Additional Details Tab

Any information on this tab was input by PSC on the Authorization, and cannot be edited.
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The Order Information page displays the separation Action/Reason and allows the SPO
user to enter the Transfer Authority and Authorizing Official for the separation.

" Separation Details || Additional Info | (8.0 5 i ik (50 Order Travel | Order Notes | Leave Information | Order Approval | [¥)

Test Employee EmplID: 1234567 Empl Record: 0
Trans ID: 2250402 Order Action: I

Order Begin Date:  05/01/2014 Order Type: Separation

Order End Date; 05/02/2014 Order Status: Ready

Orders Basic Information

Action: RWP

Reason Code: RWP

Transfer Authority: |Coast Guard Personnel Command
Authorizing Official: |

Figure 61: Order Information Tab

The Order Travel page displays the travel related information for a member if applicable,
including the Itinerary, job related and cost information.

[ Separation Details " Additional Info || Order Information oG g DBl Order Motes | Leave Information || Order Approval ) E)

Test Employee EmplID: 1234567 Empl Record:
Trans ID: 2250402 Order Action: I
Order Begin Date:  05/01/2014 Order Type:  Separation
Order End Date: 05/02/2014 Order Status: Ready

itinerary
g2 Tz Estimated Date  Actual Date  Nature of Duty Deptid Description Position Description  Location Description
Nbr Type Approval

04/23/2014 Terminal Leave
1 Depart 04/30/2014 04/30/2014 Separation CGC KEY BISCAYNE DuUTY CGC KEY BISCAYNE
99 Report 04/30/2014 04/30/2014 Separation ;EEQT L SE CGPPC
Travel Orders Find | View All First £ 1072 D Last
+

~sequor [ 1 Traver ype:[0epat =1 1rvtapprovat 2=

Estimated Date: |04/3012014 [ Department:  |000379 @, CGCKEYBISCAYNE

Actual Date:  |04/30/2014 [ Location: FL0429 @, CGCKEY BISCAYNE

Nature of Duty: | Separation [~ Position Number: (00028739 @, DUTY

Posn Job Code: 420094 Second Class Machinery Technic

Other Location: |PPC AT HOME RET MBRS

» Per Diem
¥ Travel Details
¥ Additional Authorized Expenses

+ Delay En route

Figure 62: Order Travel Tab
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The Order Notes page allows for the entry of Contract Clauses and additional manually
entered notes in the open text box.

! Separation Details (" Additional Info || Order Information || Order Travel |0 00l Leave Information || Order Approval N E)

Test Employee EmplID: 1234567 Empl Record: 0
Trans ID: 2250402 Order Action: I

Order Begin Date:  05/01/2014 Order Type:  Separation

Order End Date: 05/02/2014 Order Status: Ready

Separation Details Find | View A1l First EI 4 of 1 I Last

+
*Contract Clause: Q@ El
*Sequence Humber: ’_

[ Show on Printed Order

Figure 63: Order Notes Tab

The Leave Information page allows for the entry and display of Leave fields for the
member’s disposition of leave upon separation.

! Separation Details (" Additional Info |[ Order Information || Order Travel | Order Notes | [RECEuihie o ozl (ol | Order Approval ) D
:I'_e_s_t_ I_E[qg!c_-}_‘gt_e_ Empl ID: 1234567 Empl Record: 0
Trans ID: 2250402 Order Action: I hl
Order Begin Date:  05/01/2014 Order Type: Separation
Order End Date: 05/02/2014 Order Status: Ready
Leave Balance: 7.000000  Cumulative Sold Leave: 0.000000 Projected Leave: 0.00
Leave Disposition
Total to Carry Over {Days): 0.0 Leave to Sell: 0.0 | Get Sell Balance |
Terminal Leave (Days): a.0 Terminal Leave Begin: 04/23/2014
Terminal Leave End: 0473012014
5] save | |Sh Returnio Search | [=] Notify | |k add | [ updatemispiay | |5 include History | |[7 correct History |
Separation Details | Additional Info | Order Information | Crder Travel | Order Motes | Leave Information | Order Approval | Order Funding | Order Audit

Figure 64: Leave Information Tab



The Leave Information page allows for the entry and display of Leave fields for the
member’s disposition of leave upon separation.

(1] [ Additional Info [ Order Information | Order Travel | Order Notes | Leave Information | [0 a0tz 8~ Order Funding | [

Test Employee EmplID: 1234567 Empl Record: ]
Trans ID: 2250402 Order Action: I j
Order Begin Date:  05/01/2014 Order Type:  Separation
Order End Date: 05022014 Order Status: Ready

Approval Type: ISeparation Order Approval j

User ID: [9876454 SPO Supenvisor

Dept of Approving SPO: (007187 SEC KEY WEST ADMIN/PERS DIV

Comment:

| Submit |

Approve Separation Order

Figure 65: Order Approval Tab

The Order Funding page displays funding related data for the separation order.
TONO Details and Line of Accounting data will not display until the order is Approved.

] " Order Information || Order Travel | Order Motes || Leave Information || Order Approval Drder Funding " Order Audit |

Test Employee EmplID: 1234567

_______________ Empl Record: ]
Trans ID: 2250402 Order Action:

Order Begin Date: 05/01/2014 Order Type: Separation

Order End Date: 05/02/2014 Order Status: Ready

Project Code SR10 Program Element SR

e m ™
Customize | Find | View 21 B | ¥ First & g o1 7 Last
Sy

" TONG Details | LOA Details | [T=F

Travel Order Humber Line of Accounting Funding Type _ll.‘_p;or;:ment 53:?' Cost Total

1214GB4PERIXNW000 2P3012992105R123451234 Travel 12 14 3000.00

Figure 66: Order Funding Tab
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The Order Audit page tracks all changes and approvals made to the separation order.

~

@ " Order Travel | Order Notes || Leave Information || Order Approval (" Order Funding B Order Audit

Test Employee _ Empl ID: 1234567 Empl Record: 0
Trans 1D 2250402 Order Action: I
Order Beqin Date:  05/01/2014 Order Type: Separation
Order End Date: 05/02/2014 Order Status: Ready
Approval History Customize | Find | Views A1 B | 3 First £ 401
. . Approval Travel
User ID Name Datetime Modified Siatus Approval Type Seq Nbr Comments
’ Reanna C Wack : User Guide Example
. 0412412014 Approve Separation 2 . N
11250759 Michelle G. Bradt 12:07-41PM Approved Order Michelle G. Bradt : Approving for User

Guide example.

Last

Order History First 1-50f 5 Last

i Summary " Order Header | Order Travel || Order Funding [ Detais |
User D Hame Datetime Modified Audit Record Name
1 0412412014 12:07:40PM Add CG_FUNDING
2 04/23/2014 1:18:26PM Change CG_ORDER_TRAVEL
3 0442312014 12:19:54PM Add CG_ORDER_HDR
4 04/23/2014 12:19:54PM Add CG_ORDER_TRAVEL
5 0442312014 12:19:54PM Add CG_ORDER_TRAVEL

Figure 67: Order Audit Tab
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11.0

111

8.

9.

DD-214 Form

General DD214 Process Flow in Direct Access

SPO updates the Separation Order.

SPO creates a DD214 Form (Worksheet). Data from the saved Separation Order, the
member’s Job Data, Awards, Education and Personal Data is loaded to the DD214
Form page.

SPO Technician completes the remaining editable blocks on the DD214 Form page.

SPO may Save the Form, exit, then return to continue updating the DD214 Form
until it is ready for Supervisor review.

SPO may Print a review version for Supervisor.

SPO Supervisor reviews prepared DD214, communicates any changes needed to the
SPO. SPO may continue to update the DD214 Form.

Once the SPO Supervisor is satisfied with the Form, SPO Sup checks ‘Final’ on the
Form.

Electronic DD214 will be sent to DMDC upon finalization.

SPO no longer has update access to the DD214 Form once it is finalized.

10. The PSC Reissue Branch must initiate any changes needed, using the DD214 Reissue

link on the Separations pagelet.

11.SPO users will only be able to view the most recent, previously finalized version of

the DD214 Form/Reissue.

12.Version numbers on the search results and the online DD214 page indicate which

version the user may update.
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11.2 DD214 Form Completion (SPO)

1. From the portal homepage, click the DD214 Form link in the Separation pagelet.

Separations

Separation Orders

Separations Summary Report Separation Reguests by Status
Separation Reguest Extract Separations By AD Term Date
Separation Orders Extract

Figure 68: DD214 Form

2. The DD214 Search page finds EmplIDs who have Separation and/or Reserve Orders in
an Authorized, Ready or Finished status. SPOs may not add DD214s without an order.

3. Enter the search criteria to access the DD214. [Leave the EmplID field blank to see all
members who have a Separation/Reserve Order in Direct Access, for whom the SPO
may prepare a DD214.]

4. Selecta member/DD214 link from the result list. The DD214 Form will generate.

@Once the DD214 Form generates, additions to information on the DD214 will not be
copied back to the member’s Direct Access records. Any new information added to the
DD214 should also be updated in the source Direct Access pages. As an alternative, the
SPO should work with the member and update the member’s records first (such as

Awards, Education, addresses).

DD214 Form

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300} 300

Empl ID: | pegins with (=
Empl Record: |= = |
Trans ID: |: j |
Order Type: |= j | j

National ID: | begins with =
Last Name: |begins withﬂ|
First Name: |begins withj|

" case Sensitive

Search Clear |Basic Search [g Save Search Criteria

Figure 69: DD214 Search Page
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________________ EmplID: 1234567 Empl Record: 0
Trans ID: 225001
Order Beqgin Date: 07/01/2014 Order Type: Separation
Order End Date: 0710212014 Order Status: Finished

DD214 Worksheet Find | View &Il First K} 4 of 4 I3 Last
1. Name: Last: Employee Version: 0
First: Test

Middle, Suffix: | @,
2. Dept, Comp & Branch: HOMELAND SECURITY: USCG  SSM: 121212121
4.a. Grade, Rate or Rank: 000093 @, rmapr 4.b. Pay Grade: O
5. Date of Birth: 09/03/1974 6. Res Obl Trm: El
7.a. Place of Entry (City/5t): | | O@.
7.b. Home of Record: |

| | @ |

8.a. Last Duty Asgn: |
8.b. Station Where Sep: |
9. Command Transferred: |
10. SGLI Coverage:

11. Primary Specialty:

Primary Specialty
Continuation:

Figure 70: DD214 Form (Partial Page)
The DD214 data will be loaded from the member’s Job record, Awards and Education
records, and the Separation Order. The SPO works with the member to complete the
remainder of the DD214 blocks.

The SPO may not update the Separation Date field.



12. Record of Service

Dates Yrs Mth Days
a. Date Entered AD this Period: 09/11/1989 [ c. Net Active Service this Period: [24/ [ 9|19

b. Separation Date this Period: DE/30/2014 [ d. Total Prior Active Service:
e. Total Prior Inactive Service:
I. Foreign Service:
g. Sea Service:
h. Initial Entry Training:

i. Effective Date of Pay Grade:  |07/01/2006 [i)

Medals and Awards:  [Award; PHS Crisis Resp Service Award, PHS Global Resp Senice Award;
PHS Bicentennial Unit Commend; PHS Com Corps Training Ribbon; CG
Commendation Medal, Global War Terror Senvice Medl;, CG Achievement ﬂ

(T TP T TSt S PR 1 [ PR S BT T N [T S SIS T N S Y

13. Decorations, PHS Hazardous Duty Award; PHS Hazardous Duty Award, PHS Foreign Duty ﬂ

Decorations, Medals |BLOCK 13 CONTINUED: o; Mational Defense Semvice Medal, Mational Defense

and Awards Sendce Medal, PHS Unit Commendation; PHS Unit Commendation; PHS Unit

Continuation: Commendation, PHS Outstanding Unit Citation; PHS Regular Corps Ribbon; CG
Meritorious Team Comm Ribbo;

14. Military Education: General Dentistry Clinical Upd, (3/DAYS) SEP 2011; PERIODONTICS, (S/DAYS) &I
MAR 2010; Joint Operations Medical Manag, (S/DAYS) AUG 2008, INFECTION
CONTROL IM DENTISTRY, (4/DAYS) JAN 2008; INFECTION CONTROL IN b
DENTISTRY, (4/DAYS) JAN 2007, INFECTION CONTROL IN DENTISTRY,

AT AN AR ARSI DN A RIMENL. A m lebes de sndisnm  f4 AWOS LARL SO - L0 T

-

Military Education BLOCK 14 CONTINUED: (1/DAYS) SEP 2005, 445 - Release of Remains, =
Continuation: (1/DAYS) SEP 2005; 443 - Morgue Documentation, (1/DAYS) SEP 2005, 436 -
Radiology, (1/DAYS) SEP 2005; 437 - Forensic Anthropology, (1/DAYS) SEP

2005; 439 - DMA Use-Mass Fatal Inc, (1/DAYS) SEP 2005; 434 - Pers Effect- =

Bl Tomem loa CADAVSLSEAAMAE: A58  Cassmsls Clabbsalo s (A SAWSL SEM

DD214 Form (Record of Service section)

7. The SPO may copy out text from the Decorations and Education blocks to a text editor
such as Word or Notepad, update the information, then paste the text back into the
block field on the DD214.

8. Continuation Blocks (11, 13, 14): If the text in Blocks 11, 13, or 14 exceeds the character

limit in those blocks, the extra text will automatically be inserted into the
corresponding Continuation blocks.

- Paste the complete, edited text into the numbered block from a text editor.

- Save the page.

- The system will split the text block between the numbered and Continuation
blocks, at exactly the point of the character limit.

- The full text will print correctly on the DD214 form.

@Any new information that is added on the DD214, such as Awards and Education,
personal information, mailing address, etc., will NOT be copied back automatically to
the member’s Direct Access records from the DD214. It is best for the SPO to update
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such information on the member’s Direct Access records before the DD214 is created.

1517

15.a. Commissioned through Service Academy: Cyes € No
b. Commissioned through ROTC Scholarship: Cyes € No
c. Enlisted under Loan Repayment Program: ‘rears:l_ Cyes C HNo
16. Days Accrued Leave Paid:
17. Member provided complete Dental Examination: Cyes C HNo
18. Remarks:

19.a. Mailing Address After Separation:

Address: [3 wooD RIDGE HILLS RD
City/state/zip: |OLD LYME et @, [osa71
19.b. Nearest Relative:
Last Name: | First Hame:
Address: |
CityiStateZip: | [ &
20. Send Copy 6 to: | @, Office of Veteran Affairs C Yes C HNo
a. Send Copy 3 to Central Office Dept of Veteran Affairs, Washington, DC Cyes © HNo

21. Signature of Member: [Test Employee

22, Official Authorized to Sign: |

DD214 Form (Blocks 15 - 22)

9. Continue to fill the Special Additional Information block.

10. Save the DD214 Form page periodically. The SPO may Save, close, and return to update
the un-finalized DD214 as often as necessary, until the SPO Supervisor clicks Final.

Special Additional Information

23.Type of Separation: | RetirementResume Retirement ]
24. Character of Service:  |Honorable =]
25. Separation Authority: |

26. Separation Code: RBD @, sufficient service for retirement
27. Reentry Code: @

28. Narrative Reason for Separation:
|Su!‘ﬁdenl senvice for retirement

. 29, Dates I Time Lost n'ng This y .
Period Customize | Find | View

Al B First Kl gorq O o

From To

1] B | ] ==

30. Member Requests Copy 4: KLB PrintDD214 I Final
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Figure 71: Special Additional Information block
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11.3 Order Updates Flow to DD214

Until the DD214 is finalized, any updates to the Separation Order will automatically flow
onto the corresponding DD214 block. If a field on the DD214 requires changes, and the
SPO does not have access to update it, it is because it must be updated on the Separation
Order first.

11.4 Printing a Review Copy

Save the DD214 Form page before printing a review copy.

To print the DD214, click on the Print button to create a review copy. .

®The review copy of the DD214 is not the final version, and cannot be transmitted to DMDC until
the SPO Supervisor checks the Final checkbox.

11.5 Finalizing the DD214 (SPO Supervisor)

Once the DD214 has been fully completed, the SPO may print the DD214 for the SPO
Supervisor’s review and Final approval.

To finalize the DD214:
- SPO Supervisor opens the member’s online DD214 Form.
- Check the Final checkbox. Only the SPO Supervisor has this ability.
- Click Print DD214. This outputs the final version of the DD214.

PrintDD214 I~ Final

Figure 72: Print DD214

This action also initiates an electronic DD214 transmission to DMDC.

Once the SPO Supervisor finalizes the DD214, the SPO cannot make any further changes to

the DD214. The SPO may view and Print copies of the most recent version of a DD214.

®lf changes to the DD214 are required after finalization, PSC must initiate the DD214 Reissue
process in Direct Access. This is explained in section 12.6 DD 214 Reissue.
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11.6 Corrections to Separation Request, Separation Order, and DD214 After
DD214 Finalization/DMDC Transmit

Communication and coordination between the Member, SPO and PSC is critical.

If a correction is needed to data on the Separation Request, PSC Separations Branch
should make the change and notify the SPO if the change to the Separation Request
impacts the Separation Order.

If a correction is needed to the Separation Order, the SPO should make the change to the
order. Any changes will flow automatically to the DD214 before it is finalized.

If the updated Order will affect information on the finalized DD214, notify the PSC
DD214 Reissue branch. The Reissue Branch must initiate a Reissue version of the
DD214 using Direct Access.

11.7 DD 214 Reissue

This component may be used in the following scenarios:

- A previously finalized, initial DD214 requires changes and SPO does not have access
to update the DD214.

- The member needs a new or replacement DD214 that is not linked to a Separation
Order.

11.8 DD214 Reissue of an Existing DD214 (updated version)

Only users with a DD214 Reissue role may initiate a Reissue of an existing DD214, to make
changes needed on a Finalized DD214. These users have a security role that allows access
to this page. The Reissue actually creates a new version number of the initial DD214.

1. Clickthe DD214 Reissue link on the Separations pagelet.

2. Search for the initial DD214 by EmplID.
The initial DD214 page displays as Version 0 (or the most recent #).

3. To create a Reissue DD214, click the + symbol. This adds a new DD214 row (version#
+1) to the page.

4. The user performs any edits needed, then Saves the DD214.

@ If the Reissuer wants to continue editing an un-Finalized, saved Reissue, the user must
access the record via the DD214 Reissue menu link, not the DD214 Form link.
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5. User must check the Final button to send the new version to DMDC.
6. Reissuer may Print a copy of the Reissued DD214

Clicking the Final checkbox will initiate an electronic DD214 reissue transmission to DMDC.
No further edits to the DD214 Reissue will be allowed, once it is Finalized. Any further
changes require creation of a new DD214 version/reissue, repeating the Finalization and
Print processes.

Delivery of the reissued DD214 to the member is accomplished via business process.

The SPO and PSC will be able to View and Print only the most current version (original or
reissued) of a given DD214 via the DD214 Form link.

11.9 Issuing DD214s Without Separation Orders

The business case is a need to issue ‘replacement’ or ‘missing’ DD214s to document active
duty, when no Separation Order was issued.

Only Reissuer role users may create a DD214 without a Separation Order. SPO role users
may not perform this function.

User accesses the DD214 Form link to Add a new DD214.

Search by the EmplID, not the Order/Trans ID.

Anew DD214 page opens.

The TransID number will start with ‘1’. This number, plus the EmplID, are the unique keys
of the DD214.

User completes the DD214 page.

The Header section for a DD214 without a TransID does not have Order data; only Status
(always Finished).

The Special Additional Information block is editable on this DD214, whereas it is not on a
Order-related DD214. The user must supply this information since it is not flowing from an
order.

If the user needs to go back to edit an un-finalized DD214 without an order, search for the
DD214 from the DD214 Reissue link. It cannot be accessed from the DD214 Form link.

User must submit the new DD214 to a SPO Sup role user for Finalization.
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After the DD214 is Finalized, the SPO may view (only) the form using the DD214 Form
link.
11.10 Generate a DD214 for Short-Term Reserve Orders

When a member finishes a short term Reserve Order, the member may be entitled to
receive a DD214. In this case, the SPO user may create a DD214 based on the Reserve
Order.

Click the DD214 Form hyperlink on the Separations pagelet, then follow the steps in the
DD214 Form Completion section. Search for the member’s orders by EmplID. You may
filter the search results by the Order Type field, using value ‘Reserve Order.” Be sure to
select the appropriate Reserve Order from the results list to open a new DD214 Form.
Complete the form as described above.

63



12.0 Orders Integration Process

This process creates JOB rows, based on approved Separation Orders. The process will be
scheduled to run nightly as a ‘batch’ process, without user intervention. If needed,
authorized users may run the process manually for a specific order number or Employee
ID. The process looks for approved Orders up to 4 days prior to the Separation Effective
date.

1. Use the left-side menu to navigate to Separations > Orders Processing.

Orders Processing

Run Control ID: SEP_RUN Report Manager  Process Monitor ki
Order Type: Separation
Al Separations Within Current Period

@ All Eligible Orders

 Specific Orders
E

Empl ID Name E‘.:cpc:rcl Trans ID

@, 0[@, @, [+]|[=]

Figure 73: Orders Integration Process

2. Select ‘Separations’ as the Order Type.
- Select ‘All Separations Within Current Period’ option prior to finalizing end

month on cycle. Any retirements for first of following month will be picked up,
regardless of number of days out from current date.

3. Click ‘Specific Orders’ to process only one order.

4. Enter the EmplID, then look up the TransID and select the Order number from the
list. Both the EmplID and TransID (Order) are required.

5. You may add rows to select additional EmplIDs, if needed.
6. Click Run.

7. The Process Monitor log file will show the results when the process completes.
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12.1 Integration Process Results

JOB Data Insert

e AJOBrow is created with Action/Reason according to Separation Type
configuration.

¢ Job row will be written based on date rules and Action Reason configuration for the
type of separation.

e Ifafuture dated job row exists, no job row will be written.

e Ifarow for this type of separation already exists on the specified date, no row will
be written.

Order Updates
e The Separation Order Status is set to ‘Finished.’
e Ifthe Separation Type was a RELAD, the process also updates the Reserve Order to

‘Finished’ and sets the Reserve Order End Date equal to the Separation Effective
Date.

Payroll Updates
The integration process prepares the Payroll calendars to process the member’s final pay,
paid leave, and any additional pays.

Please review the next section of this manual, ‘Separations and Payroll Cycles’ for more
information on this topic.
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13.0 Separations and Payroll Cycles

This section explains how the Separation Order integrates with the Payroll Cycle calendars,
to update the separating member’s pay. Upon separation, the member’s regular pay must
be cancelled from future pay cycles, and any additional separation pays, gratuities, and
leave payouts must be processed as final payments.

13.1 Order Integration Process

The Separation Order Integration process will run prior to every business day. The process
creates updates to both the On- and Off-Cycle payroll calendars to accomplish the
separation payroll changes. The Integration process log file indicates the actions taken on
the separating member:

Name File Size (bytes) Datetime Created

AE CG ORDER INT 103443 stdout 738 04/15/2014 9:19:15.156655AM PDT

AE CG ORDER INT 103443 trc 845 04/15/2014 9:19:15.156655AM PDT

|OrdersALog.m| 434 04/15/2014 9:19:15.156655AM PDT

% HR¢ @ hitpsi//hoenvd direct-access.us/psreports/HCENVA/Y... | | ) = B - = - > Page » (I} Tools ~
************* Begin Separation Order Process #»¥&#dasdiasanss

PROCESS INSTANCE: 22538

RUN DATE: 2014-04-15-09.19.00.000000
OPERATCORID ID: ACNEIL

=#x* [Begin Order ID: 2100586 Emplid: 1055954%*~»
#%% |Mamber not found to be in a current on cycle calendar order id: 2100586 Emplid: 1055954, Manu
#*x% |Off cycle OFF20140417U5CGused for order id: 2100586 Emplid: 1055954

#%*#%* Fnd Order ID: 2100586 Emplid: 1055954%%¥

Figure 74: Orders Integration Process

13.2 One Time Positive Input Elements

Any Lump Sum Leave, Separation Pay, Discharge Gratuity, or Disability Separation Pay
elements the member may receive will be added as One Time Positive Input entries to
the On Cycle calendar, by the Integration Process.

* You may verify or update the OTPI entries using this navigation:
Global Payroll and Absence Management > Payee Data > Assign Earnings and
Deductions > One Time (Positive Input)

* Pay and Leave Elements will be added in the Earnings and Deductions Grid.

Calendar ID: CG ACT 2014K06M Begin Date: 06/01/2014 End Date: 06/M15/2014

EAMMIngs and L

achan

—
Source (=]

“Entry Type Element Name Unit Rate Amount E:L':n“ Details
[Eamings 5] [LUMPSUN LE/@ - duso @, I ]| (=]
Earnings 'rl DISB SEV PAY @, = A jUsD @ r ]| [=]
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Figure 75: One Time Positive Input Elements
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13.3 Supporting Elements Detail

Details for the added elements may be displayed. Click the icon pictured below to open the

details window.

Earnings and Deductions

Main Components Source [F=2H
*Entry Type Element Name Unit Rate Amount g:;reency Details
|Earnings ¥] ([LUMPSUMLE/@, | | | = | Fluso @ = B
|Eamings || |DISB SEVPAY@, & | Mso & | W =

Calendar ID: CG ACT 2014M06M Begin Date: 06/01/2014 End Date: 06/15/2014

Figure 76: Opens Supporting Elements Detail Box

Lump Sum Leave
Click the Details icon to view Lump Sum Leave supporting elements:

+ Supporting &Element Overrides
Business Unit: ENLCG @,

Required Fields
*Lump Sum Leave Type:l Separation El
Leave Days Sold: [ 20.000000

Forwarded Separation | 2.000000
Leave:

Figure 77: Lump Sum Leave

* Type = Separation
* Leave Days Sold = Leave Days paid out (Balance - forwarded leave)
* Forwarded Separation Leave = Leave days carried over

Separation Pay
Click the Details icon to view detail of any Separation Pay elements:

+ Supporting &Element Overrides
Business Unit: |ENLCG Q@

Required Fields

*Separation Pay Type: |FULL hd
*Years of Active Duty: [ 75

Figure 78: Separation Pay

» Pay Type: Full or Half authorized in separation authorization
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Years of Active Duty: 7.5 (7 years, 6 months)
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13.4 Death Gratuity

If a death gratuity is processed with the final payment, it should be manually inserted as a
One Time Positive Input, as part of the On Cycle.

e (lick the + to add a row in the Earnings and Deductions grid.
e Select the Element Name ‘DEATH GRAT’ from the lookup tool.

e Save the page to finish creating the new element.
Earnings and Deductions Customize | Find | View 411 B | 8 Frat Bl 42012 1 Last
P- I8 Main Components || Source
*Entry Type Element Name Element Description Instance *Action Type
[Eamings 3] [LuMPSUMLEAV @ [Lump Sum Leave Q || 1/ [Add H ®HE
|[Eamings  ¥| [DEATHGRAT @, |Death Gratuity Q || 1 |Add =l I | =]

Figure 79: Death Gratuity

e A Death Gratuity has no supporting elements.

13.5 On-Cycle Calendar Updates

To stop the member’s regular pay, in the On-Cycle pay calendar, the Orders Integration
process sets the member’s Calculation Status ‘Cancel.’

Calendar Group: JAN 13 On Cycle Payroll Country: USA

Empl D From: @ Empl ID To: I Q

Pay Group: | Q Calendar ID: | @

Group List ID: I Q Calculation Status: | =l
Select with Matching Criteria Clear Process Indicator: | =

Payees Customize | Find | View A1) B | 88 prot B0 qopq O Lot
CSECESPITS © Calendar Data
! *Process Calculation Select Calculation
.Empl D Name Record indicator Status Status Timeatamp Results Messages
Calculation . :
iy Active 12/20/2012 10:36PM = Results Messages

Figure 80: Cancelling the Member From On-Cycle Pay

e On cycle calendar updates will be noted in the Orders Integration process order-
log.txt log file

e Ifan on cycle is not identified for the member, this will also be noted in the order-
log.txt log file.
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13.6 Off-Cycle Pay Calendar Updates

The Orders Integration Process will also update the Off-Cycle Pay Calendar. An off-cycle
will be created and processed for every business day.

The separating member will be added as a payee to the appropriate Off-Cycle calendar id.

¥ Manual Payments to Record
¥ Calendars to Correct

¥ Additional Payments

+ Advances (2)

Advances - List Payees and Calendar Groups to advance Customize | Find | B |
*Employee ID Name Empl Record Calendar Group “::;'.:I‘f
A [ 000@, c114060 R ==
(X [ 0009, 114060 B3

Figure 81: Off-Cycle Pay Calendar Updates

If necessary, the user may manually add a payee to an off-cycle calendar.

Calendars

Customize | Find | View A ['~E'F | i st Kl
Calendar ID

Payment Date Calculate From Date Calculate Thru Date *Payment Method

F) |06/01/2014 [ [06/06/2014  [3])

BJ (o6i012014 [ [06/062014

CG ABS TK 2014M06M |05.f054'2014

CG ACT 2014MO6M ]06:‘05-'2014

B | [use Normai Distribution &) | B

Figure 82: Manually Add Payee

Calculation From Date = Pay Period Begin Date
Calculation Thru Date = Separation Date specific to the member.

|*Run Type: ACTIVE @

|Use Normal Distrioution E
| Element Selection
@ An

 Elements with Positive Input

*Payment Method:

| € Limited Element Set Limited Element Set Name: ]

| Payment Key Overrides

| Company: | Q

Positive In

Supporting Element Overrides

Figure 83: Positive Input
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When the Off-Cycle pay runs, it will ‘pick up’ any One Time Positive Input pay elements
created for the payee and process those payments, according to the calendar calculation
dates.
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14.0 Separations Reports & Queries

To access Separations reports, from the portal homepage, go to the Separations pagelet and
select a link for the report.

14.1 Separation Summary Report

This report displays one member’s separation summary. If the member has multiple
separations, they will all be listed.

1. Enter the EmplID.

2. Click View Results. The results can be saved to Excel, a CSV file or HTML file.

CG_SEP_SUMMARY_RPT - Separation Summary Report

1D: |1234567 @,

Yiew Results

Download results in - Excel SpreadSheet CSV TextFile xMLFile (1 kb)

WVigw All

First [§] 1-10f 1 [ Last

. Rast . .
Empl Separation Request Req Requested Separation | Separation SPD ENL Char of | Earn
(V] Record Effdt ggg&; Type Status Apprv Date [Amended By TONO Type Type Article/Law Code SPD Code Descr Service Type
Title 14, U 5. Code, Sufficient service
11234567 0|05/01/2014 |RET Retirement |Approved |04/23/2014|N HQ 104 20 Yr Ret Section 355 RBD For rekir Ement

Figure 84: Separations Summary Report
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14.2 Separation Request Extract

This report provides details of Separation Requests, by Separation dates. SPOs may use
this report to view data entered by PSC. The results can be filtered further by entering
more search criteria.

CG_SEP_RQST_EXTRACT - Separation Request Extract

Sep Date on or after: [5/012014 [3
Sep Date on or before: 06/01/2014 [5
Regulatory Region: lAD .'Q;
Request Type Code: |RET Q@

;

Request Status: @y

SPD Code: ' @,
View Results

Separation Request Extract Criteria

1. Enter the Sep Date on or After.

2. Enter the Sep Date on or Before.

3. Enter the Regulatory Regions (optional).
4. Enter the Request Type Code (optional).
5. Enter the Request Status (optional).

6. Enter the SPD Code (optional).

7. Click View Results. The results can be saved to Excel, a CSV file or an HTML file.

Download results in - Excel SpreadSheet CSVTexFile XMLFile (269 kb)

View All
Rqst| Request
Separation| EXpAD | goquence| Emplid Name Sex |DeptID| Birthdate |Order D ToNO Rank |DeptiD| Department |Type| Type Red | amended
Effdt Term Dt Status
‘Code| Descr
1 |05012014 04302021 1| 1040404 Male (000677 2034072|1214G84PSROHQD00 [FS1  [000677|CGSTAPOR |RET [Retirement|Approved [N

2 |05/01/2014|06/3072022 1[1044921 Male |003333 2068073 |1214G84PSR1PY0O00 |BM1 003333|PPC ATHOM |RET |Refirement|Finished |Y

-

Figure 85: Separation Request Extract
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14.3 SEP By Expected AD Term

This report searches for members by the Expected AD Term date. If a Separation record
exists, that data will show in search results.

1. Enter the Expected AD Term Date Between [date] and [date].

The criterion below is optional and can be used for additional filtering:

e Enter the Reg Region (AD for Active Duty), or look up another Region.
e Enter the Empl Class.

e Enter the Set ID. Suggested: 00010 for Coast Guard only.

e Enter the SPO Department or Parent Department.

e C(lick View Results. The results of this report can be saved to Excel, a CSV file or an
HTML file.

CG_SEP_BY_AD_TERM_DT - Sep by Expected AD Term Date

Expected AD Term Date Between: |01/01/2014 [3
and: 0173172014 i3]
Enter E, O, W or U for Unknown:
Reg Region:
Empl Class: 4,
Set D (Use 00010 for CG): A,
SPO Dept or Parent Dept:

View Resulls

Download results in: Excel SpreagShest CSVTexdFile xuLFile (433 kb)

View Al

First ] 1-100 of 446 [»] Last
Request Oy
Tite Name D [Doptid|  Dopthame |crade| oy | Empicass | romin | M| Tme | Rt S Y Po | Bt | satws | 0t | Twe | sP0
= Code
1 |emc | Employee 1 12345647 | 000648 ggfc'r: LALONG |7 g, g:':::: 0110172014
2 |ser2 | Employee2 2345672 |000614|CG ARSTAKODIAK [E5  |ENL 'é‘o“;fpanw 01012014
a |sa | Emplovee 3456789 (007895 fﬁﬁ.ﬁg@;‘ésﬁm E4 [ENL 22':53: 0100172014 . [ . [ I

Figure 86: SEP by Expected AD Term

14.4 Separations Order Extract Report

This report provides a list of existing Separation Orders based on the dates entered. The
results can be filtered further by filling in the remainder fields

1.

2.

Enter the Sep Date on or after. (Required
Enter the Sep date on or before. (Required)
To filter the results further, enter additional criteria.

Click View Results. The results can be saved to Excel, a CSV file or an HTML file.
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- CG_SEP_ORDERS_EXTRACT - Separation Orders Extract

| et 1 2250008 @,
| Empl i &,
E Order Stats: -

| Sep date on or after: HNR2014 (5§

| Sepdate onorbefore;  [D4E0E014 [

| SetiD [Use 00010 for CG: @
| PO Dt or Parent Dhept: @
| viewResuns
Download results in . Excel Soreagshest Cav Tegrie guLFle (2 kb)
i View Al
5 Empl [Order| Order Termination | Termination Type 5PD L Be- | potirement | Redrement | RELAD | eI 1)
Ovder || Parent (Dept I0| Dept Name | Emplid | g DBeqgin Date| End Date . Depart Ot | SPD Reason|
Dapt Record] Type | Status Date Code Descr Code Descr Auth Descr  |Keason Daacr
CGRC OFS | Wilitary i
. MISSION Jo. ; — s ! Personnel - Non-selection
1 84 EXECUTION 1234587 0iSep 1172014 031272014 | 03/11/2014 Retremant 03122014 |BDK Sty L] for promdtion
BR Program (14 USC 2682]

Figure 87: Separations Order Extract Report

14.5 Separation Requests by Status

This report finds existing Separation Requests by Request Status. Use it to find whether
PSC has initiated a Sep Request for a member.

1. Enter the Sep Date on or after. (Required)

2. Enter the Sep date on or before. (Required)

3. Enter the Reg Region (AD for Active Duty), or look up another Region.
4. Enter the Request Type (optional).

5. Enter the Request Status (optional).

6. Click View Results. The results of this report can be saved to Excel, a CSV file or an
HTML file.

Sep Date on or After: [05/01/2014 |5
Sep Date on or Before: [06/01/2014 |[+]
Regulatory Region: !AD @,
Request Type Code: | @
Request Status: [ &

View Results

Download results in: Excel SpreadSheet CSVTextFile ML File (189 kb)

View Al
) Sep Rast
3 Business| Job Request Ry
Sep Effdt |Sequence| Emplid Name Unit Code Rank |DeptID|Type Sep Type Descr Type Type Descr| stq
Cd Code
1 |05/01/2014 1 ENLCG |450093|FS1 000677104 |20 Yr Ret RET Retirement |Appr
2 |os012014 1 WARCG |201696|ENG3 |003333[213 |RET-VolcwO200s  |vsep [YOMMBY ginid
Separation
3 |05/01/2014 1 ENLCG [410093|BM1 003333|104 (20 Yr Ret RET Retirement |Finis
RET- Voluntary .
4 |05/01/2014 1 OFECG |000096 |LT 003333252 Vol TEMP 20y PermCWO VSEP s ion Finis|

Figure 88: Separation Request by Status
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